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ABSTRACT ; 

This learning nodul^ on establishing a student 
placesent service and coordinating follow-up. studies is one of six 
cospetency based aodules^des^lgned for both preservice and inservice 
education of vocational education adBinistrators. It discusses the 
rationale and objectives for a school-based placesent service^ Topiftrs 
discussed include, assessing student and cossunlty needs^ using the 
services of a placesent planning consittee, and types of fotlov-up 
studies^ Provided are four self-paced learning activities includiiig 
perforaMice objectives, inforaatlon sheets and student self-cffecks 
with aodel answers provided. The fourth learning activity (to be 
perforaed in an actual setting) is to be assessed- by a qualified 
resource person. A perforaance assessaent fora for this final ' 
activity *l8 {Provided. Also contained in this aodule is a list' of 
resources (aaterials, people) needed for the activities and a list of 
defined teras used In the •aodqles. This aodiile is basically 
self-contained,* but it is recoaaended that a qualified resoiirce 
person guide ^ assist, and evaluate the learner's progress.' (A final 
report of the project that developed these aodules isj available in 
two docuaents — CE 016 505-506. A guide on use of the^^odules is 
available as CE 016 507.) (JH) 
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FOREWORD 



The need for strong and competent administrators of vocational education 
haa^long been recognized. The rapid expansion of^vocatlonal education prs- * 
- jiTam^ anr fncre^^^^^^^^ atudeht enroilmenta have resulted In A need for increasing 
i>unbera of trained vocational administrators at both the secondiry and post- 
secondary level. Preaervlce and ln«ervlco administrators need to he well 
prepared for the complex, and unique skills required to successfully direct 
vocational programs. 

* The effective training of local administrators has been hampered by the 
limited knowledge, of the competenclea needed by local administrators and by 
the limited availability of competen.^y-based materials for the preparat^ of . 
vocational administrators. In response to this predslng need, the Occujf 
tlonal and Adult Education Branch of the U.S. Of fice of Education, . under ' 
provi8*ona of, Part C— Research, of the Vodutional Education Amendments of 1968. 
funded The Center for a scope of work entitled "Development of Competency- 
Baaed Instructional Materials for Local Administrators of Vocational Educa- - 
tion. 

The project ^ad two major objectives as follows: 



• To conduct research to ideittify and nationally verify the competen- 
cies considered important to loral 'administrators of vocational 
education. , j 

•To develop and field test a aeries" of prototyplc competency-based 
instructional packages and a user's guide. 

The identification of cogipetenc i ea was based upon input f torn a select 
group of experienced vocational administrators ^)artlcipating in a DACUM 
(developing A Curriculum) workshop and the results of a« extensive and compre- 
hensive literature search and review. The merger of the DACUM and literature ' 
review task statements resulted in a list of 191 taak" statements that described 
all known function^ and responalbillL les of- secondary and post-secondary 
vocatiofhal administrators. These task statements were submitted by question- 
naire to A select national group, of 130 experftenced secondary and post-secondary 
admlnlstrabors of voGational educatloij for verif<lcatlon. Ninety-two percent 
(92^) of these administrators responded to the verification questiobnaire and 
Indicated t>at 166 of the 191 statements were , competencies important (median 
score of 3.0 or higher) to tbe Job oi vocational administrator. For additional 
Information about the procedures useJ to establish ^the research ' base upon 
which this and other modules in the .series were developed, see Tlt^Ident if Ica- 

tlon an d National Verification of Co mpeten cies Important to Secondary and 

Post-secondary Admi nistrators of Vocational Education , available /w«n tY.^ 
Center: for Vocational Education. * ' 

High priority competencies were identif ed and six- prototyplc modules and 
a user s^gylde were developed, field tested, and r.evised. The materials are - 
organized in modular form for use by both preservlce and inservice vocational 
administrators. Each module includes performance objectives, information 
sheets, learning activities, and feedback devices to help the module user 
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(laarner) acquire the upeclfled competency. While tUv moduluB are battle ally 
self-contained, requiring few outside re»oiirccs, they arif not entirely aelf- 
Instructional. A qualified resource person (Instructor) Is required to guide, 
atfslst, and evtiluate the learner's pVogresM. - 



Tfie titles of the modules, which reflect the competencies covered are: 

• Organize and Work with a Local Vocational Education Advisory Council 

• Supervise Vocational Education Personnel 

e. Appraise the Personnel Development Needs of Teacliers 

• Establish a Student Placement Service and Coordinate Follow-up 

Studies ' ' ^ 

• Develop Local Plana for Vocational Education: Part I 

• Develop Local Plans for Vocational Education: Part II 



For more Information on the development and field testing procedures 
used, see The Development of Competency-Based'^Inst ruct lonal Materials for the 
Prepar ation of Local Administrators of Secondary and Post-Secondkry Vocatlbnal 
Education , For more Information about the nature and use of the modules, nee 
the Guide to Usln^ Competency-Based Vocational Education Administrator Material s 
Both of these documents are available from The Center. 

Several per8oniill^:ontrlbuted to the development of , this module on estab*^ 
llshlng a sQudent placement service ai^id coi^rdlna ting follow-up studies. 
Special recognition goes to Krlsty L. nJoss, Program Assistant, for her exten- 
sive review of the literature on pliicement services and follow-up studies and 
for her writing and editing of the mnausqVlpt. v, ' 

, Thanks ,a re also due Glen E. Fardlg, Rrsearch Specialist, for his , critique 
of the manuscript; Raymond Wasll, Director » Dlvlslonr^of Guidance and Testing, ' 
Ohio Department of Education, Columbus, Ohio for his review of the m^uiuscrlpt 
and suggestions for its improvement; Robert E^Uorton, Project Direi^'tor , for- 
his overall guidance and final content rev^e^ of the manuscript; and James ftl 
Hamilton, Professional Development in V^ational Educatlon^ Program Direc^torv 
for his adntinlst rative assistance.^ ^ ^ ^ ^ 

Credit for their evaluation of the field test version of the module goes 
tt> the following Individuals: Thomas . Hunter , Cincinnati City Schools^ Cincin- 
nati, 0hi6; Robert Longley, Toledo Pub-llc Schools, Toledo, Ohio; William 
Mitchell, Summit County Schools, Akron, Ohio; and Kenneth Rhoads, The Dayton 
Public Schools, Dayton, Ohio. 

Finally appreciation Its also extended to Russ Gardner, Kent State UnlveX 
dity; Aaron J. Miller, Ohio State University; Don McNelly, University of ' 
Tennessee; and Charles Parker, Utah State University; who se<-ved as field site 
coordinators for the field testing; and to the local admlnist ratprs of voca- 
tional education who used th^ modules and provided valuable feedback and * 
suggestions for their Improvement. 



Robert E. TayTor 
Executive Director 

The Cent<^r for Vocational Education 
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INTRODUCTION , 

The' school*. a reaponaibility to its atudents t% far greater 
thAn many, people realize, Tlyi4 obligation encompaaaes more than 
- of^f o r i ng students ina^ructional programs that^ can lead to the isr ' 
graduation. .It is» more thari. just teaching .students (and subse- 
quently forgetting about them once they prepare to leaVe school) . 
The school has a responsibility to help students make sound career 
choices (job qr eduoa±ibnAl1 iind to place students based on ' >, 
those choices. ^ The school has a further responsibility' to follow 
the careers of these - students in order to improve and develop the 
instructional program for future students. ' " 

National legisla'tion has highii'ghted the school's responsi- 
bility to provide placement services 'that help students identify 
/and bbtain information on suitable careers and then locate oppor-*- 
tunities in those careers. Legislation has also pointed up jfche 
school's responsibility to follow the progress of former studer\ts 
in their ohpsen careers through the use of comprehensive and sys- 
tematic follow-up studies. - \ 

. ■* ' 

As the V9cational admini s tractor , you pla^r an important part 
in establishing and/or monitoring a student placement service' 
that ef^ctiyely meets the needs and Characteristics of students 
^nd the community. Your role coordinating and supervising 
follow-up. studies will be vitalj to the sut:cess of the vocational 
program^ This modulq is designed to give you the skills that you 
will need In order to meet your placement and follow-up study 
responsibilities arid to help your school .fulfill its responsibil- 
i:t.ies to foriher, current, and futUre students. 
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Module Structure and Use 
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Thl« module contalnH iin introduction ind li>ur Heqtu*nt la P I earning exper 1 enee^. 
OVERVIEWS, vhlph precede eacli learning expir 1 enie, c«MUain the objective for 
that experience and a hrlt^f dencrlpTljm of what the I teaming experlt^nrt^ 
Involves. y ^ ^. 

Objirtiv— % Terminal Objec tlve ; While working In an actual adrntnl Ht rat ive 
Hltuation, establisli a Htudent placement Bervlie and <-oordlnate 
folh)w-up studies. Jour pi»rformance will be aHHeflned by vour 
resource person using the "Ailmlnist rator Performanc e AsBesNment 
Form/' pp. (L<\^rninq t:xf}er it^ncro T\/) , 

Enah^Hty^ Obje^^ • 

After completing the required reading, demonatrate knowledge 
of t1^e practices and procedures Involved in establishing an<l 
working wi'th >^n effect Ivt^ scliool placement wcrvlce (Lf.tnuwf 
Expt^rionao I), 

2. After completing the required reading, demonstrate knowledge 
of the steps «ind procedures Involved In planning a student 
follow-up study ( lA^arnimr ExpGrionctj II) . 

/ ' J " 

I 3. Given functioning student placement and follo%^up ^services 

in an actual school, critique those services (Learning 
Exporionac III). 

nOSOUrCM A lirft of the outside resourc es which supplemer^t those contained 
^ within the Modules follows*. Check with your resource person 

(1) to determine tlie availability and the location of these 
resources^ (2) to locate additional references rtp^ciflc to yotir 
situation, and (3) to get assistance In setting uji activities 
with peers or observations of skilled administrators. 

Learning Experience I • 

Opt iona 1 ' » 

• Rofcronac: Allen, Thomas R. Job Placement Coordina tor's 
Handbook . - Huntington, UV: Marshall University, 1972. 

• Reference: Wasil , Raymond A. Job Placement . Delaware, ^ 
- OH: Tod^y Educat lonal Services , 1971. 

Reference: Wasil, kaymond A. P re-Employment M ocJel. ^. 
Delaware, OM: Today Educational ScM^vlces, 1972. 



/ . 
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• R^fontnc^or NutioniiL AfiMocintlon fbr Indimtry Educjitlon 
Cooperation. P lucument aTvic0s:_i A Tratnina Munmil: . 
Ann Arbor, MI:^Prttkk0n Publ lc«t lonn. Inc., 1977. 

r 

• A vac^u ion.il j^dminimtrmtor Md/or a mchool plMcmmmnt 
Mp^c^ialimt «xp#ri«nc#d in working with a studant pl«c«i«nt 

' 0«rvico with whom you can consult. 

LearninH Expcvrlence II 
\ 

' Optional 

• Rofervnce: Pn\jl, Krishan^^. A Manual for Conducting 
Follov-\ip Surveys pf^Forteer Vocational Students . Columbus , 
OH: The Center for Vocational Education, Ths Ohio State 
Univerfilty , 1975. . 

^ m RetortmcG:' Bryan Independent School District. A Step - 

V ^ By- Step Procedure for Implementing a Computerized 

Follow-up System . Bryan» TJC: 'Bryan Independent School^ 

District* ' • ' 

• A vocational administrator experienced in coordinating and 
supervljslng follow-up studies with whom you can consult. 

/ ■ ' ' ^ 

Learning Experience II [ * * 

, Required 

• Plac€itt\ent and fo Llow-up servlcBs In an actual school to 
critique. 

• A placement specialist and/or a vocational administrator 
experienced In supervising placement and* follow-up ser- 
vices with whom you can consult. 

• A resource person to evaluate your competency in' critiquing 
placement and follow*-up services in an actual school. 

Learning Exper^ience IV ' , 

Required 

• An actual admini ^^tratlve situation in which you can estab- 
lish a pl&cement^ service and coordinate 'follow-up studies. 

• A resource "pej^on tfe cissess your competency Iri' establishing 
^ a placement service and coordinating follow-up- studies. 
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8*l*€rt#d Terms Admlnlmnitdr — -reftsrH to a w«^b^r ol fU%* Mortuidiiry or |m»hi- 

NCicundary mlmlnliit rat tvi* imnm. Thin y^viwrU- torw, vxtfpt whfr'r 
Hpac 1 1 Iral ly ilenlKnittril othrtwlNe, rffiTM to t\w cotnmun Ll v vo I - 
lege preHldcMtt, v Irc-pii^n lilent , denn, dlretlor; or to, the. 
secondary Mrluuil print Ipa4, .llrertor, miper Int etuletU « 

f^OHvd — relern to the HecomlMry i>r poHl -Hecondary eduiallonol. 
, RovernlnK body. Kxii«i^< wheri otherwlne Mpeclfled, thu terra 

"boiird" In UHed to reirr to i board ol- e<hirat Ion and/or n board 
of t ruHt I'eH ' • 1^ 

Resourie Pernon — retern fo the profeHH lona / educator who -In 
directly reHpooHible Jnr Kuldlnn and helping you plan nn<l carry 
our your prol cHH liSna 1 it vt' lopment proKram. 

School — relerH to ii Mecondary or poHt -Hecondary educational 
agency, Kxcept wh^re otherwiae mimh Iflrd, thlH generic tt-rm lu 
V. used to refer Hf nononHiual y to Hecondnry achoolN, necondnry 

vocational Hchooln, aroa vocational HchootH, (oimnunlty coltegeH* 
po8t-secondary vocational and technical hcIiooIh, and trade 

HchoulN* 

/ ^ ' 

UsOr'S Guide For Infornmtlon which 1h romnion to all modules, such a» proce- 
^urcH for module uae, organization of modulen, and deflnltluuH 
of terms, you should refer to the following supporting document. 

. k Guide to Using Com petcnr y-Bascd .Vocat iona 1 Education Admin -' 
^ Igfr ator Materials . Cohimbus,' OH: The Center for Vocational 

EdiK leion. The Ohio Stale tJniversity, 1977. 



c 



This module addresses task statement numbers .23, 24, and 54 from Robert . E. 
"Norton; et al . , The Identification and NaHxrffal Ver ification of Cdmpet ene mies 
Important to Secondary and Post-Secondary Administrators of Vocational Rd^^ - • 
t_ion. • (Columbus, .OH: The Center for Vocational Education, The Ohio State™ 
University, 1977). The 166 task statements in this document which were veri- 
fied as important, form the researphT'base f (^r The Center's competency-based* 
admihlstra tor module de-velopment • / * 
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Lsarning Experience I 



OVERVIEW 



Activity 




i 



(Option. il ^ 
^^At livi'ly 




Aftrr (H>mp I <»t I iiq t hc^ i t^quirod rvadimj, demonstrate 
know 1 edifo ol thi prat Licfs and procodiiros Involved 
in <*Ht abl I sh i ntf and working with an. effective 
sc?h(>o 1 |j I at'riiuM\t' Morv i crc^. 



Yc)u will bo n^iclincj the information sheet, Stu- 
dent* I* 1 .icMMiu»nL S«»rv I ci* , *• pp. 7-38. 



You OKiy ^inh to read the supplementary references^ 
A I len7 Job Plaec - mcMit Coord i na tor^* s Handbook r -Wasil , 
Job Placement ; W.isil., Pro-Employment Model ; and 
Nationdl Association for Industry Cooperation^ 
piacemi;,nt vScrvices^; *A Training Manual . 

* 



You iTuiy wish to interview ra vocational administra- 
tor and/or placement specialist who is experienced 
in w()rkinq with a student placement service to 
detormin<> wliat procedures he/she followed in estab^ 
lishing a placement service. 



con tin u^d 
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OVBRVIBW continued 




You will be^ demonstra ting your knowledge of the 
steps, to follow Lh establ'ishing and working with"^ 
an effeative placement s'eirvice by completing the 
rSelf-Check, " pp. 39-41. - ' 




You^^iil be evaluating your competency by com- 
paring your completed "Self -Check" with the "Model 
Answers^" pp. 4 3-^6. - ^ 




\ 



Activity 




For information on the rationale for^ goals and 
obj.,ectives ofe^ and the steps in organizing, a student 
placement service, read the following information 
sheet. > ^ \ y 



A STUDENT PLACEMENT SERVICE 



The placement service, as defined in this module, is com- 
po%e^d of all those activities outs^ide^ of general classroom 
tfLprd^uction that aid students in achieving their career goals; 
In keeping with this, definition, the service should be e'quipped • 
to he\p students with needs relating to carteer fulfillment. The 
p3,ace ia bnt service shoflld help to .satisfy ^^se needs by provic^ng 
aid to locate fullj-tijne, part-time^ and jStiumner employment; to^ 
select and obtain admissioni to post-secondary schools or colleges; 
and ' to select school courses that meet immediate or long-range 
stiident • needs . In addition, the placement service should be 
prepared .to i;efer'. students or parents to resources that pr-ovide ' 
assistance for special problems in areas such as mental or physi- 
cal health, welfair^, marital or family problems, vocational . 
rehabilitation, etc. These three components of the placement 
service-- job placement, educational placement, and special' services 
referral — shouTd be available to all students who request help. 
In other, words, the service should be available to the gra^^uate, 
early school leaver, and former student, * 



It should be stressed that the school's responsibility for 
placement does not begin wit-H the actual placement of students or 
end with that placement, * The responsibility is for all the 
related activities that help students reach their career goals • 
In other words, the school's placement responsibility begins with 
helping students to cj.arify their^ goals, assess their skills , and 
abilities, explore ca'f!<&(er alternatives, develop job-hunting* 
skills and ^ttituSes, etc r 'Additionally, placement is not the 
of the school's responsibility to the student. The- school 
a responsibility to follow-up on the placed student's prog- 
ress in a chosen career, gather feedback from and about that stu-- 
dent, and use that fej^edback to further improve the curricular 
program and placement setvices* • . ^ ^ 



end 
^has 



As a member of the school administration, you ..^^^ 
expected to demonstrate your fuTl suppoj;;^ for the placement ser-- 
vice ai)d to help enlist the support oi_tiia entire school staff . ^ 
However, i. as the voca^tional adm\nis;b'f^a^or , i^tour direct^ responsi- 
bility to the placement servici^e c/oxiVA rangaT from complete respon- 
s4.bility and. authority to minimum involvement. Your function 
will be largely 'determined by t he size of your school and by the 
type of ^scliQol in which you aro serving — comprehensive high" ^ 
school, joint or area vocational school , trade or tecl||§iical ^ 
institutijSn, or .college. 



will be 
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^ Regardless of your particular school situation, you should 
have basic knowledge of the e-ssential ingrredients of an effective 
placement service. You need this knowledge in ordfer to help 
evaluate the service and to determine if it is meeting its goals 
and objectives^ The purpose of this module, therefore, is not to - 
acquaint you with all aspects of- the placement se'rvice. It is/ 
de&'igned to give you l:he basic knowledge you will need to Assume 
an appropriate role wi tl^ regard * to your school's placement s,ervice 

This module is centered around a, school-based placement ser- 
vice as opposed to a placement service that serves the entire 
cormunity, A diagratrf of an organizational structure for a secon- 
d y school-based pJtacemeHt service is presented in Figure 1. 

\ ' ■ f ' " ' . ^ 

Rationale ^ 

" * ■ 

Effective educational programs require that effective place- 
ment service's ,be available to all students. The number o*f stu- 
dents who enter and leave the educational program is not indi- 
cative of its quality. Quality is reflected in the number of 
these students who can perform succt^ss fully in a chosen career 
(job or educational) and cope with vj life that is suited to their ^ 
interests and abilities.^ In other words, ah. effective placement 
service pan be the bridge that closes the gap between 'school AJid 
career. - - W^. ' 

^ ■ ^ - ; a a . 

The school has a major resf>onsibi lity to provide thi'S career 
placement bridge to the students This responsibility has been- <» 
highlighted and supported by legislation.' The most recent, iden- 
tified as the Education Amendments .of 1976, included a, revision 
of th^.-V^cational Education Act of 1963. The revision points up 
speCyiTal provisions for the placement service-; Specifically, 
categories for funding include basic: state grants (Section 120) 
to be given to student placement services.. In addition, these 
amendments state tha;t program evaluation is to' be based upon the ' 
quality of instruction in relation to p^^reparation for employment 
and to the record of placement in employment. In. order to fully 
acquaint yourself with the iHandates- specif ied in these amendments,, 
you should obtain a copy and read them paying p^rticulaj: atten- 
tion ' to Title II (Vocational Education) aiixiV^I'itle \ll (Extension* ^ 
and Revisions of Other Educational Programs) . 



For detailed information on organizing: and operating * a placement 
service, you may wish to refer to the optional referenbcsJfcited 
*in the "Module Structure and Lfse" section. 



FIGURE 1 

ORGANIZATIONAL STRUCTURE 
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There are several other reasons yhy an effective placement 
service should be established %inH maintained. 

' ■ ■ ^ ^ 1 

• An effective placement service is ^n integral part, of any 
effective educational program. Students who_acqulre the 
necessary .knowledgq^ skil l s, and at:titudes for empioyment or 
further education should be helped j in making " the nekt step.; 

• Schools should h& more genuinely interested in the welf^i?;^ 
of the student than are most 'public . or pri'^ 



public . or private employnieijt 
agerrcies. Schools can more easily jhelp the student witl 
questions' such as^ "What do I want in life? What do 1 have' 
to offer? Whalt wlll I be best'at doing?'" ' . 

• An effective placement service will he^J^p improve the 'school ' s 
public relations with employers and I the community*' in 'general . 
Good placement services help tell tljie students, their par- 
eDtsv and tap eihployers that the sct^ool ^really caries about 
its students. ^ 



- • An effep-^iye^ placement service can clo much to help demqn- 
^ strate. a school • s accountability to I the taxpayers. Place- 
ment of all or most students is a, potent measure of a school's 
effective instructional prc^gram. | . 

• Schools can help students improye thfeir job hunting skills 
and attitudes. ^ 

• Schools can hej-p students to more easily niake the transition 
V from schopl to career. Tt^ey can help students develop 

confidence and a feeling of security by Jielping them become 
better acquainted with the work world, entry-level job 
<^ requirements, and edudation^ opportunities .• i 
' " " ■ , ■ . ' - '? 

• School^ can hplp students make more knowledgeable career 
choices. Schools that have recent inf orine^tion relating to 

^ ■ manpower needs^ and career trends as well afs firsthand knowl- 
edge of a s^tudeht 'rS interests "^ancf abilities can use these 
, resoiirces to^help a student make sound career choices- 

• An effective jj^JLacement. service ^can help the school evaluate 
- its own educational program* (The service- can provide .a 

continuous source of information on students ' abilities to 
secure and retain, employment and progress up the educational 
ladder. It can help the school determine whether students 
are being placed in careers fo;: ^hlch they were trained.) 



Is 



^ The three major goals of ,a placement service usually are 

(1) to ensure that the highest ^possible pjercentage of students 
.who are exiting the schopl arc Employed in their career field or 
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a^laced ^ in> a coritinuing education program; (2) to piromo'te good 
public *rel,ations between schoolv business/ and industry, ^and 
(3) to provide accurate data for program improvement and 'develop 
ment.' , In order to meet these goals, the , following are usually 
the major t^sks assumed by the placement service. 



GOAL: 



GOAL 



To place studehts in .their career field or in an.educa - 
t ional program 

' f- * "* . * . * 

• Survey community qolleges, pos,t*- secondary vocational 
and technical schools, four year colleges and univer- 
sities, and maintain a current file on all educat;ionaL 
opportunities . . ^ ^ 



•'^urvfey community businesses and industry pn a regular 
Xasis and maintain a current file on all job, opportuni 



^ties . 



• ^Maintain current txlAs on all stvKieri\t:S" in the educa- 
: . ft ional* program,' 

• Work with career guidance pounseloijs to maintain a 
career resources center that has current occupational* 
hnd educational- inf ormation^i v 

y ■ . ' ■ ' . *■ 

Wprk with employelrs to develop jobs in business' and 
industry for students.* / . . . 

• t^rovide liaison with '^d'oituhunit^^ ' -employment agencies • 

* ' ' * 

• Develop employment ^nd educatdcJnal opportunities for - 
physic.aliy^, emotionally, and mentally handicapped > 
students, ^ • . 

• Arrange for work experience for in-school vocatiohat - 
students on a part-i-time basis • 

• Provide students with job coping and adjustment skills. 

• Provide special needs referral service, » 

V. ' ■ 

To promote good public relations - 

• Establish cxt\d work with a placemejit advisory committee. 
Work with principals , counselors , and teachers. 

• Participate in . teachor and administrator inservice ^ 
training meetings in order to keep staff members up to 
date on the placemen^t service. ^ 

• Maintain and improve commanicftion with the public, 
business, industry, and community organizations. 



• update studejlts, administrators, and other school staff V 
• • relative to the employmen,t market^ job requirements, * 

and eliucatibnal opportunities, \ ' 

»- . ^ . « . 

' • Promote good working relationships amo"Wg the co-op, 

work study, . CETA, and other training programs and the" 
^ * p'lacement servic^. J i 'J 

GOAL : To provide data for program improvement ' and development 

•Maxntain records of the number of students who regis- 
tered or obt^ained placement services. 

• Maintain -records of the number of students who Ivere 
placed and in what areas. 

' \ ^ • Maintain records of areas in - which>^st\a43ents experienced 
' / di faculty in being ^placed. 

* • Establish fil^s on all existing students. 

• Maintain accurate and up-to-date records ^n placed 
^ students' progress in .their chosen career. 



ile OF^all 



, • Ma^intain a file ol^all unen^loyed students. 



Preparing to Establish a Placement Service ^ 



/ 

Plans •to establish a placement service cann9t be initiated 
'.without the full support and approval of the top /school adminis—' 

tratipn.' Before any planning activitiefip occur, these people 
"^shouli^ be informed of the importance of a placement service and 
pf the school's desire to offer this service 1;o students. Once 
their approval is obtain^j^, %hqy will either assume responsi- 
bi-lity for the first plcuin^ng step or assi^ this responsibility 
to another member pf the .school administratiQn or staff., In' 
either case, the first st^p in establishing a placement service . 
is the assessment of the? school's placement need^T'^^JPhis is 
accomplished by surveying student and community neecJs and charac- 
teristics, and by determining the resources avaij.able in the 
community.' Depending upon your schoo]^, board approval may be 
needed before conducting the^ extensive surveys. 



^Much of the material in this section has been adapted from The 
Center for \;^cational and Technic'al Education, Conceptualization 
of Prototype Placement Program . (Cplximbus, OH: The Ohio State 
* University, The Centner for Vocational and Technical Education, 
n.d., unpublished) ,pp, 74-101. ' 
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Ass ess S tud ent Needs and Characteristics - 

\ 

The goal of student assessment is to describe how the car^e^r 
goals of "^the student population relate to their achieved^ and pro- 
jected educational and ejnployjnent plans. This description will ^ 
provide the information that is necessary to define the type of 
placement servi^ye ,thf,t the school will offer. In order to^acoom- 
plish this goal, the ^^reqiiired data must be identified, the instru 
ments and procedures for data collection developed, and a system 
of data analysis and reporting designed. 

Student dat;^ for placement purposes is usually obtatiysd from 
two .sources: the Student PjLanning Questionnaire and the student 
Data^File^ ^ ^ 

The Student Plp^rliin^^ —This questionnaire 

helps the. school identify -y^hat, if any, career goals each student 
h^s and his/her /pro j ecte^feducational and employment plans to 
achieve these ^>als. If the quest^nnaire is tQ be administered 
to-students ot'yer than graduates, the questionnaire should also ^ 
be desigped/to determine the projected current .school plans of 
each student-^ ^ / ' * . ^ 

This type bf questionnaire is usually composed of four major 
sections. These sections contciin questions that are designed to 
determine: ^ ^ . , . 

• the student's decision about h is/her careet goals 

• the student's education and/or trai^ning plans for the ful- 

• fillment of these goals 

' , • the relationship between the student's employment plans and 
^ career goals ' . - 

• the student's projected higlji^school preparation and hi^s/her 
past employment experience 



An example of a Sudeht Planning Questionnaire is shown in 
Sample 1. ' / , 

The Student Data File > — The information contained in the. 
Student Date File help^ the school identify the student's current 
level of preparation :,^^jd provides an indication of his/her proba- 
ble success in achievilig projected edxxcational and employment 
plans . This permanent f i le should be referred to in order to 
accurately assess student needs in light/ of the information 
obtained from the student planning questionnaire. 



SAMPLE 1 



STUDENT P4JKNNING QUESTIONNAIRE 



; NAME 



DATE 



Section I 



A|. Have you made a tentative decision about what carear goals you wish to 



pursue after you leave^ schopl? 
1 . □ No 

(a) If yo\ir answer was no, 

what obstacles aire delay- 
ing your tentative deci- 
sion? Please explain. ^ 




(a) In order of preference, 

^hat are your career goals? 



1st choice 
2nd choice 
3rd choice 



'(b) What obstacles do you feel 
may interfere with your 
X achievement of the career 
goals you lia.ted above? 



B. Below ajre examples «f career Information. If yos. indicated career 
goal preferences In 2(a) p^ace a chuck mark beside the exam^e you 
wish to investigate in more depth. 



I ) Local Employmen't ^Trfends 
I I National' Employpient Trends 
I I Amount of Education and/or 

Training 
I ) Cost"* of Education and /or 

Training 

{forking Condlt,ions 
(^Fringe Benefits - Vacation, 
Sick Leave, Hospitalization, 
etc • 



I I Qualifications - Age, Apti- 
.tude License, ^Skills, etc. 
Union Dues, Association Fees 

I 1 Advancement Possibilities 

I I Earnings, Raises 

I } Tools or Equipment 

Other types, please list 
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Section n 



For each question place 'a check .In the box beside the statement that 
describes your present pljans for education or training after you leave 
this school? ^ " 



I plan tQ continue my education; 



{ I * f lill-tinie 



(~n part-time 



[ I I have no plans ?Sr 
addit lonal educat ion 
and /or training 



B. 1 plan to continue my education and to at tend 



\ 



I I a four year college or 
university • ^ 
^^ommunity or junior college 

I I a continuing or adult educa- 
tion program 

I I other, please indicate 



[~| a trade or technical school 
I — I an apprenticeship progratn 
I — I I have no definite plans* at 

this time bu^ need help to 

make a decision. 



If you plan vto attend a trade or technical school , please indicate 
your first, second, and third choices, if knovm, by writing the 
names of the school(s) in tte blanks below. 



1st choice 
2nd choice 
3rd choice 




[ have not decided on the name of a school yet, but would 

'"like help in making a decision. 

If you plan to attend a college, or university, please indicate 
your first, second, and third choices, if known, by writing the 
name of the school (s) in the blanks below* 



1st choice 
2nd choice 
3rd choice 



(— I I have not decided on the name*o£ a' college or university yet, but 
would like help in making a decisio^i. 

E. If your ^plans Include additional education and/or training after 

leaving thi3 school, do you feel you will need financial aid such as 
scholarships, grants, or loans to achieve your goals? 

^^ ' □ Yes 
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F* If you do not have, plans Lor' additional education i?? training, pleaso 
check the item that best indic^i^es why you do not pian to continue 
your education or training. * 

I I I plan to enlist in th<? Ajrmed Services ^ 
I I I cannot afford to go to college 
C3 1 want to start work immediately after I graduate 
^ ' I have no. desire for addition^ education or training 

I I Other reason, please indicate , 



Section III 



/ 



If you plan to go directly to work aftfer leaving schooi, complete tAs 



section. 



B. 



Place a check in the box beside the statement that describes your 
present plans for employment after you leave tHls school.' 

I plan to look for full-time work. 
r^l I have a full-time job lined up. 
(~| I plan to look for part-time work. 

( ) I have a part-time job lined up. ' ' ^ 

[ I I plan to look for a summer job. 

f~| T Jiave a summer job lined up. • 

( \ I plan to enlist in the Armed Services. 

( j^I have no definite work plans at this time. v 

Place a check in the box beside the statement(s) that describes each 
location where you are Interested in being employed. Indicate your 
first and second choices if you have mclre than one* 



\ ^ (name of county) 
y I t (n^ime of city) 

\ j~] anywher^fSin state 

out -of state 
)~| other , please list 



C. Please list apeclfic types of jobs you are interested l.n (e.g. 
clerk, dental teclmiclan, auti> mechanic) 



sales 
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Sertlon IV 

• ^ 

'If you are currently enrolled in, or plan to enroll In any of the 
vocational education classes I i sted below, please indicate which 
class(es) by listing the letter "C" For c lassies current ly enrolled in 
aod listing the letter '*P"* for classes you pjan to take In the future, 

Distributive Education T 1 , ; * 

. Distributive Education 11 / . ' 

;"Home Economic 1 - ^ ' 

' Home Econogilcs II- 

* Office Occupations I ^ ^ 

' Office Occupations II ^ , 

Vocational Auto ■'^ — 

Vocational Electronics 

^ Vocational Welding 

* Cooperative Education 

*List Specific jobs held wh^le' In'^the co-4ip j>rograiii 
• • 



\ 



B. 



List any other educational or work experience^ you have, had In the past " 
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The data file fcsr each student, should included : 

• past and current course work 
. • competencies/skills achieved 

• grade point average ' ^ 

'. ' • ability, aptitude, interest, and achievement scores 
,V past an3,rpreserit special needs classes or progi!^ins 



/ • • parent and family backgrounds - ^^^^^ 

• socio-economic information 
' • personal' heal^ history 

• at tendance in^formation ' 

^ - 

• hobbies , extracurricular activities , etc . 

• work experiences jf 

• aspirations, .plans, etc. . ^ 

» 

Assess Community Needs and Characteristics 

Community assessment is the means used by a school to iden- 
tify ail a'vailable placement related resources to assist youth in 
need of job placement, educational .placement , and/or special 
services referVal assistance. In addition, the scjiool can use 
ttj^p community assessment, to develop an inventory of placement - 
resources and demographic data that may be used in ^^cpxx^nction 
with the student assessment information to define , establish , and 
operate the placement service^. ^ \ * 

In order to meet the needs of all students, educational, 
occupational, and r^ferrarl services information will have to be 
obtained about three geographic/ "communities . " These communities 
are the immediate lodal area, tpe state area, and the national 
^ area. Considerable information for the state and national areas * 
can be obtained from resources such as the'^U.S. Department of 
Labor's Occupational Outlook Handbook and the "Occupational 
Outlook Quarterly," your state's Division of Employment, .the 
Dictionary of Occupational Titles , and your state's Employment 
Job Bank . Information about educational opportunities can be 
obtained from the College Blue Book , Loye joy * s- Directory of 
Colleges and Universities , college catalogs and brochures, ^and 
'directories of approved trade and technical schools. All infor- 
mation that is gathered should be coded and stored in a -x^e^ourc/e 
center for student use^ 
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In additiori^ the Education Amendemcnts Act, of 1976, Public 
Law 94-^482 established a Natipi^al^ Occupational Information Coor- 
dinating Committee (NOtCG) to develop and implement an occupa- 
tioirjal information ^system at the national, state, and local 
levels. This colranittee will work in conjunction with State ^Occu- , 
pational Information Coordinating Committees (SOICC) to 'develop' 
a nationwide network, for communication about and coordinatJ.on . of 
the development and use' of occupational information. Thq work of 
thesetcommitteeis, once organized and' operational , should greatly 
improve the data available to planners, administrators, coun- 
selors, and teachers so that they can be certain that their pro- 
.f ans are consistent with expected job opportunities. 

Information on the local community is usually obtained 
thfough community surveys^ The surveys, are conducted/through 
personal contact, telephone, and mail". Whije the personal con- 
tact and telephone techniques usually produce the most complete 
and accurate information, they are aJLso the most time consuming. 
Mailings; such as- questionnaires and fliers, are the least time- , 
con-Sliming, but often j^roduce the least information . Therefore, 
it is suggested that a combination of all three techniques be 
used in order to reach the largest possible number of formef 
students. For example, the mailed questionnaire is commonly used 
to reach large "numbers of foirmer students because of the low cost 
and time= commitment involved. The telephone and/oi^ personal con- 
tacMt surveys are often used to survoy J.n depth- selected respondents 
and/or to survey some of the npn-respbndents. The use of the 
telephone and* personal • contact apprt)aches is time- consuming and 
can be quite expensive if respondents live outside the local coih-;- • 
mifnity, as is often the case. Therefbjre, these techniques sht>,uld 
almost always be used in con junction ^with mail surveys. 

^ - ■ ■ x^ -ft ■ 

The first community groups that should be surveyed are busi- 
ness^ oriented organizations such, as the chamber of commerce. Z^^-: 
Organizations such as this, usually conduct complete, up7-to-date 
surveys of local businesses on a regular basis. They will proba- 
bly have copies of these surveys that they will give you. You 
may also find that they will be ^willing to work with your school 
in conducting its survey and that individual members may be a 
great source of advice and aissistance. 

Other groups or agencies to contact or survey might include; 

• local vo'ffice of the state employment office 

/ : . ■ - > ■ ■ •- : ■ • ^ ■ . ' 

• social service organLzatiohs such* as the. Lions Club and 
Kiwani:^ ' • , 

• youth organizations - 

• private employment agencies . 
m personnel officers of business and industry 



• cooperative edutJ'ation teachers 

• labor bi?ganizations ^ 
local colleges^ trade or technical schools 



The inforn\iation that the school 'gathers on the locals -statev 
and national levels should provide a wealth of jijri format ion* This 
information and the contacts 'made when, gathering it will help the 
school to identify: a > ... 

• local, state, and national employment needs and trends 



• local business and industry members' attitudes toward the 
educational program 

•potential employers for graduates, eaxly school-leavers, 
handicapped students, andVdisadyantaged students 

•resources for special needs referral , , . 

The assessment of special needs referral opportunities is 
best accomplished' by obtaining directories of health, v^ftlf are , 
and recreational services compiled arid published by starfe , ^ 
county, and municipal governmental aityencies* These directories 
Usually identify the special services by: the persons served, ^ 
eligibility requirements , costs location, contact persons > etc. . 
Other sources of special services information include telephone 
and business directories^/ newspaper files, and bl?ochures pub- 
lished by community, business, or educational organizations. 
Resources Can also be identified through surveys undertaken with 
th^e cooperation of the chamber of commerce, the Parent Teacher 
Association, local colleges*, etc. 

The schobl needs to gather a wide variety of information 
covering all types of community resources which carvj^lp students 
with special , problems . ^ Information should be gathered on, and 
contacts established with, commipiity resourceis such as: 

• local family service agencies ^ ' 



• churchr^Sponsored services such as the Jewish Family Service, 
Catholic Welfare bureau, and Salvation Army 

* 

• governmental agencies (local, state, national) 

•community organizations such as the Parent Teacher Associa- 
tion, YMCA, YWCA, Mental Health Association 

■'^ f * ■ . . 

• schools for exceptional children • 

•clinics, tutors, or^ speech therapists that offer remedial 
instruction and/or speech correction 

• 21 ' . ' • • , 
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• vocational ji'^liabilitation programs 

/• community medical services aitd hospitals ' 

• child guidance clinics 

• casework and group guidance activities conducted by police 
^ . and probation, departments 

• child detention centejrs . , - 

• shqlter care facilities^ and services ■ ^' ^ 

A continuing process of analysis and evaluation of ail 
assessment data must constantly be conducted, in order to make 
sure that the da€a is current and is being used in the most 
effective mapner.< Therefore, proyisions should^ be made for a 
continuous review of information about: job and^raining opp*orr 
tunities currently offered and special serVic^ currently accept- 
-ing youth into their program. /The stored data^'must then be 
updated and' chanq^ed according to the f indings -of this review 
process . - • . 

Before all the assessment information is* analyzed and sum- 
marized,* the ^ohool should conduct a survey of any existing . 
placement a^^vities. ^^^^ very likely that vpcational teacher* 
.are currently helping st^ents from their respective classes find 
jobs^ The cooperative education coordinators are also placing ^ 
students in part-time jobs and prc^ably are helping them t^ind 
summer jobs or^full-time jobs upon qraduation. , - 

It is important that these staff members be interviewed to 
determine such things as the extent of their plac^ent activity, 
the community contacts they have established, the problems they 
have encountered, and the placement procedures they have initiated 
Thi$ information is needed in order to coordinate the placement 
service with the^e teachers' placement activities and to gain the 
full support of these staff members. ? 

Gain Board Approval \ ' - 

*At this point, the information gathered from the aSse,ssment 
surveys should be analyzed, summarized, and compiled into a 
report. This redort should then be submitted to the ^chool board 
for initial approval for establishing a, placement ser^iijpe. At 
this meeting, the board may: also want to authorize the establish- 
ment of an a^ hoc placement planning committee ^ 

Form a Placement Planning Committee 

Th^ placement planning committee* is an ad hoc committee • In 
other words, it is a teipporary .planning committee that is dis- 
solved once its designated tasks are accomplished. The committee 



memberslilp should be representative of thq local community. It 
should be composed of individuals from business and industry, 
^nd frojn the school staff. and administration. Additional commit- 
tee members may ihclude representatives from employment agencies, 
placement services in other school districts, the student body, 
the distrtdt guidance department, community organizations, qtc. 

^ The primary tasK of the placement planning committee is to 
help determine* the goals and ob;JecJtives of the placement service. 
The data upon which these decisions wirLl be made will basically 
come from the. student and community assessment informatibn that 

was previously gathered • 

... . * * f ■ 

The student assessment data def|fe&s . the size and nature* of 
the student population. Based upon this data, the coitimittee will 
help t^b determine what group (s) of* students the placement service 
Will serve (e.g., all students, in the school, only senior stu-. 
dents, students whb are requesting a second placement after an ^ 
unsatisfactory first placement, adult students). The committee 
will al«o use this- data to determi,ne the types of services tlifet 
will be provided (e.g.; placement- in all areas of the United 
States, placement pnly ih the state, placement in part-time and 
summer jobs, and/or placement in military service training pto- 
gram^) • A word of caution is needed at this time: The school 
' administratipn ^ and the placement planning committee shoul4 con- 
sider the student's, career statements and goals that were made 
during -the assessment 'process as tentative. These early state- 
ments and goals should only serve as guidelines around which the 
placement service may be structured. 

■ ' ' ^ y 

Thp community assessment data will help the planning commit- 
tee determine the "community" area into which the placement 
service should seek to place-^students Based upon this informa- 
tion, the committee should s«ek to answer questions such as the 
following. 

• What v^ill be the career settings to which the placement 
service will limit its placements? v * ' 

• Will the service actively seek to identify or create place-' 
ment opportunities' for students? 

• In the case of college/university and post-secondary bound 

' students, will the service only provide catalog information ' 
to students or will it make specific recommendations and 
actively assist in placing students in certain institutions? 

• What procedures will help the service'^ keep current on place- 
ment opportunities? ' 

• . " " . ■ • _ ' ' ■ * ■ . ■ 

• Wha^t practices will the service use to assure integrity and 
confidentiality of information? ^ i 



• What policies will- the 3ervii::e establish to avoid discrimina- 
tory practices related to race, crc?ed, sex, or age? 

• ■ , . ■ # 

•What is the present employment pattern for the community? 

• In addition to determining the goals and objectives of the 
placen\pnt service, the other major t asks of ; the planning committeet 
will i^cliide identifying budgetary needs and sources of funding 
for the service, and preparing recomrfiended procedures for' oper- 
ating the p-lacement service^ This data along with a "tentative^' >^ 
budget should then be submitted to the board of education for 
rovjcw and approval. ^ 

Establishing the Placement ^Service - ' 

Hiring the Placement Staff 

The school principal or vocational administrator usually has 
responsibility for hiring the placement staff. It is preferable 
that-- his/her hiring decisions include input received from the / 
school superintendent, the^ district director of guidance. services , 
and other school building administrators. 

The professional staff ofi a school-based placement service 
may consist of one guidance 'and couhseling coordinator who has 
authority over the service and a staff df one or more placement 
specialists. The number of placement specialists to be' hired in 
any school is usually based on a ratio of one specialist for, 
every 300 students. Secretarial/clerical personnel are usually 
selected on the basis of one sucl} porson for every two specialists. 

The coordinator and the specialists must be trained in guid- • 
ance and counseling techniques and skilled in *the area of student 
goal development. It is preferable if these people have training 
and/or^ experience in collecting, interpreting, and acting on 
information related to labor economics and manpower utilization 
and development r Additional quai if icatip^n^ should incliidp*! 

> '- ' . • , * ■ 

• knowledge of currei)t labor laws and fair employment practices 

• knowledge of the vocational program and the gen&ral educa- 
tional program 

•-knowledge of post-secondary educational programs and oppor- 
tunities ' 

• 8 years of business experience V . 

• interest in students and' the ability to develop rapport wrth 
them • 



• ability to speak and writo clearly and concisely 

^ ability to identify, meet, and work with community resource 
people and the general public 

Placement Responsibilities of the Guidance and Counseling ^ 
Coordinator . — In addition to his/her guidance and counseling 
duties ^ this coordinator usually has the primary responsibility 
of coordinating the act^-Vities of the placement service in such a 
way so as to accomplish the goals of the ser^viqe. Major respon- 
siblities for the placement service include the following^ 

• Establish a -placement advisory committee comprised of commu-- 
nity representatives. ^ 

• Provide leadership, dirtection, and coordinmtion of the place 
ment functions. 

p Coordinate the placement service with the instructional ser- 
vices in the school. 

• Coordinate the placement and counseling functions of the 
classroom teachers. . • ' 

• Coordinate programs *df educational occupational , and finan- 
cial aids information. 

' • Coordinate a special services referral system. 

• Communicate information regarding student characteristics 
and needs to' principals, >*eachers , and other school adminis- 
trators. *. ^ 

•Coordinate all follow-up studies. 

• Coordinate procedures for the preparation, use, and disposi- 
tion of placement records. * 

. * • Supervise ^nd evaluate the |>lacement ,f unqtions . 3 ^ 

The Placement Specialist . — Great:,care should be taken when 
.selecting a placement specialist. This^ person should have^ experi- 
ence; in w^irking with both business gind school personnel and 
should' be uble to relate to berth students artd adults. ' The poten- 
tial specialist should have a colldoe degree and experience ^as' a 
personnel manager or at least have :^aL^ internship experience in 
^personnel inana^geyierjt . 



^Adapted from Donald G. Mort^nsen, Allen M. Schmuller, Guidance , 
in Today's Schools , Second Edition; (New York, NY: John Wiley 
and Sons, Inc., 1966)', pp. 145-146. , ^ 
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The placement^ specialist shiould be readily available to all 
students; therefore, ho/she should be employed fyll time for 
twelve months of the year and should have a flexible daily sched- 
ule. This person qiust be willing to work some weekends and 
evenings in order to be available to students who are not free 
during regular school hours. A flexible schedule is also needed 
because the placement specialist should be available for public 
activities such as speccheSf presentations, and banquets. School 
holidays will not aJLways be holiday:; for the specialist. Summer 
vacation and some holidays will be his/her busiest time of\the 
year and the specialist should plan to be available during these 
periods. 

The placement specialist should be in his/her office on a 
scheduled basis for at least a few hours every day. This office 
should be in the school, if at all possible, and located in or 
near the guidance department. It should be equipped with a desk, 
a phone, a type>{r iter , shelving , bulletin boards, and furniture 
for a small waiting area. If your schpol has the funds, the 
administration may Wish^ to allocate funds to tie into a computer 
service for storage of ^.tudent , bus iness , and educational data. ^ 

It should be empires ized at this point that an effective 
placement; specrialist has a full and demanding schedule. In order 
to best fult,ill his/her placement functions, this person should 
not have regular guidance or teaching duties. 

Major duties and responsibilities of the placement .spe- 
qialist include the* following. 

•Gather data on each student he/she is trying to place. 

(Cooperation of counselors, teachers, and administration and 
the use of cumulative records are necessary.) 

• Coordinate pre-employment clinics for youth. 

•Collect infprmation on local and national employment trends 
and disseminate the data to, school staff and administration. 

•Maintain close contact through visits , phone calls, and mail 
ings wjLth business and industry resources to initiate an\3 
promote the placement of students. ! 

•Develop and/or obtain jpb descriptions on all open 'positions 

•^Coordinate the development of special programs or opportun- 
ities for students with special needs d 

• Coordinate, develop, and maintain current placement data .on, 
employers, placements, business-industry contacts; and 
employment' records on youth eligible for placement services. 
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• Assist in the development of visual aids and materials to be 
used in school, business-industry, and public functions, 

w^h general school-wide follow-up studies and ^ the 
Ion- of cb-op work programs . 





.acemeht or referral ' services for early school 

: . . , ^ 

• Make recommendations for the development Vp^r vocational 
training dit:es In cooperation with the vocational teachers. 

• P^rovide school administration and staff with follow-up data. 

• Assist in publicizing the placement service. 

• Develop job^ for youth where none existed before and/or in 
artifes of a particular company where youth were not previously 

^ employed. ^ 

Select a^ Placement Advisory Committe e , ^ 

It is suggested that: a subcommittee of the vocational edu- 
cation advisory council serving your school or a separate commit- 
tee be formed to work directly with the placement service. The 
function ,of this placement advisory committee would be to counsel 
with and advise the school, regarding improvements to the place- 
.ment prograon. The members of this committee would serve as 
another school/community link to help develop better ^lation- 
ships. This committee would have no legislative or administra- 
tive authority; it would only offer advice. Some of the major 
functions of this advisoty . committee would include, the following.. 

* . • Develop placement program philosophy and clarify program 
objectives. 

• Help evaluate the placement program arid suggest improvements. 

• Help find career opportunities for students. 

• Act aiB a sounding board of community opinion regarding the ^ 
placement ^program and the education program. 

• Support educational legislation. 

• Serve in a public relations capacity by instituting better 
communications among community agencies, business, industry, 
labor, and school personnel. 



^Adapted from Raymond A, Wasilr "Accountability, Communication, 
Coordination," (Akron-Summit County Public Schools). 
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• Help verify the employment needs of the community. 



• Help identify and secure cateer information and community 
resources. ^ r . 

Support Activities ' . ' 

Publicity Program 

Th^ entire staff and administration of the school, and the 
placement advisory committee have responsibility for publicizing 
the placement "service. Before any publicity activities are ini- 
tiated i representatives of these groups should meet to formulate 
a coordinated plan of appropriate promotion strategies and tech-' 
riiques. This plan should be designed to have an impact upon an 
identified target populatitjn in the school and the community. It 
shbuld also be designed in s\ach a way so as to be an on-going 
program Which remains consistent and has maximum impact. The * 
types of publicity activities that should be identified in the 
plan include the following. 

• Prepare new,s releases and radio- spots. 

• Prepare^ tapes and audiovisual ai4s to be used in presenta- 
tions to school and coftununity tg roups . 

•Give presentations to community civic , labor^ and business 
organiz^at ions . 

•Distribute letters and notices to potential employers. 

•Write and distribute informational pamphlets 4nd booklets 
about the school and the placement service. 

• Communicate regularly with students by speakipd at club 
meetings, writing articles for the SchooL newspaper, posting 
job openings and other notices on school bulletin boards. 



* Communicate regularly with parents through PTA meetings, 
newsletters, and personal visits. • 

Orientation Meeting^ 

Orientation or pre-employment meetings should be conducted 
on a yearly basis in order to aid students who will be soon 
seeking part-time or full-time employment or further education. 
These meetings can be used to help students become familiar with 
the placement services and develop effective job-hunting skills. 

* Before plans are undertaken to organize these meetings, it 
gis important that the placement personnel, with the coppeiition 
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of teachers and admin i Ht rators , Burvry the fUudiMil populatlcMi to 
identify job seekinq skillti which atudcMitii f(*ol thoy would likr 
to develop. Once those skills have been idiMitified^ mati*rialM 
can be assembled and/or devt^loped to help Mtudents attain compe- 
tence in those skills, and oriont^ition meetintjs can be organized. 

•"The placement staff, the quidance ahd counseling staff, and 
the teachers should be respons ible for organizinq and conducting 
the orientation meetingsw It is suggested that these individuals 
hold the meetings with smalt groups of students who have similar 
needs, interests, and/or career choices. Discussion and activities 
mi nt be centered around topics such as "How to Complete? a Jpb 
Application," "Uow to Interview for a Job," "How to -Develop an^i . \ 
Write an Effective Resume," and "Employer-Employee Relationships." 
Topics might also be presented which would be useful in helping 
students assess their skills,, interests, and abilities. 

In addition to assisting with group orientation meetings on 
a scheduled basis, the placement specialist should be available 
during the school year for individual orientation meetings with 
students who have special needs. It is ^Iso advisable thait 
he/she give individual re-orientation service to former students 
seeking full-timq employment or change of employment after gradua- 
tion. These former students should - receive the orientation pi?^iQr j 

• to an interview with a prospective employer. 

« 

Additional ^Supporting Activities 

The placement specialist, in conjunction with the entire 
school staff should do everything passible to prepare students 
for earning a living. He/she should work with teachers and 
administrators to incorporate additional supporting activities 
into the schopl program. These activities should be tailored to 
meet the needs of the school. Suggested additional activities 
are as follows. ' ' 

• Include a lesson on resume writing in the third year English 
classes and require students to have a resume written and 
filed with the school by the end of the year. 

Include instruction in the economics classes on topics such 
as social security forms, payroll income taxes^ and income 
tax returns. \ 

- • , \ ■ ' . ' ■ 

• Conduct career days so that students can talk to members of 
business and industry. 

• Place a want-ad bulletin board in the school cafeteria or 
some other central location. / 
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• Evaluation of thm PlaceA^ent Ser v i ce 



External Evaluation 



ition^of 



The evaluation^ of the placement service, in tertns of the 
quality^ of its service-, is a difficult task. "'This evaluation is' 
usually conducted through the*^use of small scale , follow-up studies 
that are deQignecl to gather * specif ic information irom students 
and employers who were di*k;ectly affected by ^ the placement servlqes. 

These studies ax^e generally "cojyJuoted by the placement spe- 
cialist shortly after students have been placed in a job or in an 
educ^ional program* The specialist may chodtte to send question--, 
naires and/or to interview these* individuals* ' Questionnaires * 
designed to elicit responses aj&oiit the. quality of the services 
and to gain suggestions for improvement of the placement service 
may be mailed to Students and employerd^. The placement staff may 
also choose to interview some fjprmer students and/or employers. 
These interviews will help the' placement staff determine if 
former, students are satisfied with 'their careers and feel they 
were properly placed. , It will also help them determine if 
employees are satisfied with their employers. The ^..results of 
these studies, along with a^y specific recommendations, may then 
be iahared with the schoo^' aHministration, placement advisory 
. committee, ^ and/or any committee established specifically to 
evaluate the placemeat ^ service . ^ 

These f6l low-up s^di^a, conducted only for placement, evalu- 
ation purposes, should not be confusedr with the follow-up studies 
conducted by^ the entire school staff in order to improve the 
total educational program * A discusision of overall prcrgram ^ 
follow-up studies and tjiefir purposes is found in Learirthg Experi- 
ence II of this module.^ 

> Internal Eva^|| | ^tion .V .;^ 

The internal ev^lHation oC the placement^ service encortipa^ses • 
two major p\arposes. The first purpose is to attempt to compare 
the actual results achieved by the placement service with the 
intended re3ults. A second ptirpose of^his evaluation is to ' 
determine whether the intended results were adequate, inVorder to 
properly serve thj& i^udent clieiltele. The results of t^^s 
internal evaluation should form "the basis for establishing sub- ' 
sequent goals and ohjectiveq,. for the service^ - / 

■si 

- It should be remembered tfia.t this type of evaluation should 
be a continuous prc^cess so -that^arvy potential problems eair be 
readily seen' and analyzed, and Correbtive action taken'as required. 



ERIC 



31 



In order to Booun^ this inform4iti6n iil^out the* placomont 
•service program^ 4in i^fft^ctivo ( valuation ni?f»dH tt> answor m^iny 
questionfl inciudinq the foilQwing. 

• How is tho placemc^nt Horvico affectlnn Htudrnt bohrtvior? 

• Are more studonti; idimtifyincf with sound cari-f*r qoiils? 

• Is communi ty 'coopc'ration improving? 

• Is the placement service mooting student needs? 

i 

^ • Arc employers satisfied with the employees placed by *the 
placement service? 

• How can the placement service bo charnfedl to better serve 
students? 

• Vlhat is the relationship between the nimiber of jobs available 
and the nvAmber of students placed in those jobs? 

• Is there a reduction in the. number of dropouts? ^ 

• How has the placement service affected teacher cooperation 
iji incorporat iag pre-emifloyment and career orientation 

* activities into the clasl^room? ^ ^ ' 

• How has the placement service affected co-op teacher mvolve- 
- ment In'job development; and placement activities? 

Host schools <io not have the budget. to hire an outside cori- 
sultant to evaluate their placement service. Therefore, respon- 
sibiliti^^br placement .evaluation often falls upon various 
members of tbe school and/or community. Several alternate ways' 
of evaluating the placement service are available. Outlined 
below are three workable approaches. 

• use of Ad Hoc School feomifaittee . --This committee would con- 
sist of teachers front different areas, one or mord coun- 
selors and acbninistrators , and^ one or more senior students. 
Members of the placement staff would serve in an informa- 
tional role oVily. , • 1 

' ■ ■ I ' 

• tJse of Ad Hoc Advisory^ Committ:ee . — This committee would' con- 
sist of one or two members of the regular placement-advisory 
committeev if one exists^ former students, employers, and, 
parents. Members would be appointed by the school board on 
the recommendat ion of the administrat ion . 

• Placement Staff Self Study . --One of the placement specialists 
would bC cTasigncd to make evaluative studies and work under 
the direction of the principal or the jjltecement advisory 
cpBpittee. After the data had been col^^cted and analyzed,. 
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IL would Uo proHf^nt<5d jto the school administration for study 
and approval « The final rocommc^ndat ions would th^n be sub- 
mi ttod to the bOi-ird for approval und action. 

It is, Huqqusted that an effective evaluation of the placomont 
Horvico should cover the following major arean. 

' Quality of teachor, and administration support given to the 
placement service 

• Does it have administration, teacher, and curriculum sup- 
port? 

\ How do you know that ,it has support? 
Organization of the* placement service 

• Does it meet strident needs and characteristics? 

' # Is it structured in a convenient* workable, and acces- 
sible mar\ner? 

• Does it provide orientation to school, staff, community, ^ 
and students? 

• * ' _ 

• Does it try to maintain good public relations? 

Activities of the placement specialist 

• Are they readily available to students? 

*^ 

^ •Do they .adequately perform their functions and responsi- 
bilities? 

S tudent record-keeping systegl 

p Are appropriate records kept? 

• Are records kept up to date? . : 
In format ion services 

• Is there an adequate supply of career information (voca- 
tional ^rnd educational) for student use? 

Physical facilities ■ , j ^ 

• Are^ they adequate? '^'^ ' , 
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Successes, of the placement service 

• Has the placement service had any positive ef f ect ^on stu-- 
dents .and curriculiim improvement? ^ ; ' S 

• What percentage of students exiting school was helped by 
\ the service? 

■4^ ' ^ • What types of placement services were provided? 

^ "^ ' ^ ■ .. " ^ ^ ■ " " ; 

A placement service evaluation form is given in Sample 2. 

* ^ ' ■, ., ■ 
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'^For specific information on how.' a placement service 
i^ould function, you may wiah to r6ad the following 
references: Allen, Job Placement Coord inatbrVs Hand - ,^ 
book (discusses the responsibilities of the placement 
specialist and j^resents various forms arid question- 
naires that he/she may use) ; Wasil, Job Placenfent 
(discu-sses and presents* reports used by the placement 
-specialists; forms and procedures used in identifying 
students, and in working withj business and industry; 
and activities undertaken to help students prepare 
for careers) ; Wasil, Pre-Employment Model {presents a 

-^complete package of procedures; techhiqueSr emd ^offfis, 
for use in establishing in-schcol pi^- employment 
clinics); and/or National Association for Industry 

"Education Cooperation, Placement Services t A Training ^ 
Manual (presehts a rationale for establishing. a place- 
ment service, and discusses how to organize a place- 
ment service ^»and find jobs for students) . 



_ 

■ Activity 



You may wish to arrange tlirough your resource" person 
to m^et with a vocational administrator and/pr place- 
Opttonal ment spe§:ialist experienced in working with a place- 

ment service. You will need to contact thi$ person ,^ 

to explain the purpose of your visit and to' arrange - 
the best time for this visit/ ^t this meeting you 
may .wish to discuss topicjs such as his/her experi- 
ences in establishing and working' with a .placement 
service, procedures for establishing and .o^)eratihg. a 
student placement service, and ^forms used by the 
placement service. ' ^ ' v 
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SAMPLfe 2 

EVALUATION FORM FOR A PLACEMENT SERVICE 



Admin iatrat ion and Teaclior ^ 
'support 

A. Tlu- iidroin ifil rat »oii i>rovidca 
IcMdorBhip and a cotipiTii- 
tivi? atmosphere in which 
the placement serviet/ can 
function. 



B. Tho administration has 
eatabliflhed detinite 
policies and^ providrjs 
sufficient funds for -them 
to be carried out. 

C. There 13 cooperation 
among the placement staff 
members and each f ^e Is^ 
that they must work 
together in order to 
achieve the basic objec- 
tives of ttie' program . 

D. Teachers aid the spuC'Cial- 
ists by contributing to 
the cumulative records, 
referring students to* the 
specialists, and assisting 
students to gain addi- 
tional educational and . 
occupational information. 

E. Support which allows the 
placement service to be 
an integral part of the 
educational program is 
given . 

■f ■ 

F. Teachers incorporate activ- 
ities into the classroom 
that will ijive students^ 
job-hunting ski^lls: -T 

# r • 

II. Organisation ot the Placement 
Service ^» 



Quality of . ActiviJLy ' ^ 
ExcollenJt 'Good ^air »Poor 



tdConiments 



□ ED □ □ 



□ □ D □ 



□ . a n a 



•a n o □ 



D □ □ □ 



A. The placement service 'is . 
functioning ujider tdenti- 

* ♦ fiad goals a net obj.ective«. 

B. 'The placement 'stirvice is 
V striving to meet these 

goals a'nd objectives. 

C. These goals and objt^ctivea 
are biased up'on identified'* 
student and community needs 
and character i st i <;s . 

ft 

13. The service is accessible 
to all student^ nquesting 
placement ht'lp* 

r:. The servir'c- Uah dir finite • 
and continuous methods for 
. If -eval uat ion and improve- 
«ment . / 



n □ n ■ El 



□ ■ □ □ □■ 



Tilt.' ijl.-icv'i>''f" sorvjci; pro- 
vide!5 for an a|j(jroi-r i .« t..- 
<H<acid 1 1 Sit -student r.itio. 



□ □ t:.] 
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.G. Arrangeipehts have been made 
y»i ^ for spe^gppll^ts to have time 

* . to perform their services 

and for the students to • 
visit them durinq the day. 

H, Adequate clerical aHsis* 
tance is provided for the 

. .'placemoht. seryice. 

I. The service provides orien- 
tation or pre-employment 
meetings for all students. 

»J . The service aids in school, 
staff inservice training, 
meet i ngs . 

K.^ .The service utilizes \he 
help-of a placement advi- 
sory committee. 

The service has available 
.T supply of' materia Is and 
audiovisual aids on the 
placement service. 

III. Activities of the Placement 
Special ist,^ 

. ' V." 

• ^ A, The. placement sfJecial i sts 
are in the office on a 
J scheduled bjasis. 

. ' • 

B, Special ists^ mai nta i n evcn- 
in^office hours. 

C. Specialists are. ava liable 
on "a. scheduled basics during 
vacations and holidays^ ' 

^I>, Specialists maintain close 

t contact wi th post-secondary . 
^ ^ . schools arid ' Col legos. 

E. Specialist's maintain close * 
* cob tact with employx^rs and 

actively stjek job oppor- 
' tunities far students.. • 

.Specialists seek to develop 
■ jobs .for students whero none 
existed before. 



SpGcia-l i.«5ts visit students 
' at theijLi^n'ploy'^t'"'^t .site?.^ 



J. 



SpecfOTf^ts visit homes; if* 
necessary, to discuss career 
and^or educational fjlam^ing . 
. with parents » 

'Specialists cooperate with 
placement-related agc^ncies 
and special needs refer rtil 
agencies. 

' ""^^ ^ 

Sp^ecia lists enc^atje in con- 
tinuous professional 
studies. 

Speaia lists «is.«;i5>t with 
pub I ic i ty acr t i v i t i os . 



Uuai i ty o f Activity^ 

Exc* -llent '^ood Fair ff>br 



Coranen ts 



□ □ a rj 



n □ □ □ 



o D □ □ 



□ □ n a 



ID □ ' □ - □ 



□ □ 



a 



□ 

□ 
d 



□ 
□ 



n a □ 



C3 n 

□ Q] 
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4S' 



M. 



Hpoi* 1 .1 1 i s t s vcofk with vooa- 

«Mtlll|l.ll li'.ti'lH'i'S tt> Ji'volop 

]<il» t r.i I ij i iMj .SI t i'ii . 

S|»«.'L* 1 .1 1 I si t lijtiL-juHs with 
HCuchuit^i t lio .it'tu.ii ilutrios, 
, i I i «*nu-i*t s , .irul a|>|Jt»r- .' 
t iiri 1 1 I «*H (>t s|M*t*itiL* jobB 
Hu« tit ill lout, ni.iy a|jplyinrj 
foj , " ^ 



M. Spoc* I 1 s t K pi'Ttorin •.educa- 
tion^ I l> 1 ^iw^ijin* it t BtTVices 
for atljcKMit s , 

t.>. SpyCAaiiaty m.^mtain 

accuratt* gtucl. ut follow-ui^ 
•records and fifc»?i i st with 

tOilOW-U|J iJtUdii'b, 

IV, Hrudont T<fOord Koi.»|*intj 

Individual iuvt-atorv infor- 
mation, ad»'tjuati* * i n na t uro • 
and LTurront in^oontunt, is 

■available on, and usi-J to 
placif, each sLadfnt r^.quest- 

. ing placement si.»rvietj. 



B, Individual ^invi-ntgry 

records ate kopt in a cen- 
tral location that is 
easily accessihle to all 
school sta f f . 

C- Records are m.n i nta*^iied on 
^ the numhor Of -students who ^ 

. reqi.stertfd for pl.Acem«Mit 

sserv^tcTirti and^*thi?ir L*\irrerit 

status. * ' 

D, Records .^ri? ni.-i i Jita i ned on 
number i^f stutlenis who 
\ . . were- platrt-d .^rui in wl'i^it 
• " areas . • 

L: Records aru nu-t i nta i ntnl of 
areas in wht«~'fi stiuJt.-[t.ta 
tjxpeir LtHVCcrtI ' d 1 f f .1 cu 1 L y. i n . 
b«.-tn»+ plac'tVd. 

r, Al-1 records .ir*.- kopt t/* 
datcj, compact, usablt.-, 
dated*, and oriti-rly. 

O- Ar r^n- jtrjhon t ^i. a ixj ma do and 

onforci^d' to cr»ntrol tho us*.' 
o f CO r » fid t: n t i.a 1 info rma t i on . 



fexcel I »'nt Good I'a i r l.'opr 



CoWnonts 



' n - tD □ a 

AT 

CI] ; □ □ . □ 

□ □ a -□ 



[J 



V. I n f o rma 1 1 StM Viv .-.s 

A, in f f>rina t itina 1 pub 1 x »-.'a t. i ons 
^ ptoVLdt- up-t<»-'latH oc'*:upa-: 

t'ioii.-il , «.-iiui*<*t itifial , and 
r r*'a t. lona 1 information 
for sLudiiiL u.*; 



This J n f < < r ena L 1 1 »n i\ K»'«pt 
ill a rf]*fiifiL* lucatjon thvit 
is easily ^lot^c • ^»^; i bl to 
s t ud#'n t s . 



p □ □■ □ 

[ID □ ^ □ " a 

n □ . □ n 

I I 13. □, 
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0 1 1; 1 1 i ty _of^ Act : i vi ty 



Exct'ilrnt Goo'd Fn J r Poor* Commonta 



C. New informational pubLica- 

tions tire constantly boinq f"]]] [ ] 

, soufjht arid olitointHl. 

VI,' Placement PhyMicnl K.n'ilitids , - 
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The placement office is ' f \ 

located in or near the f^^ ^ [ 2| | 1 

guidance office. 

The placement off ice is . 

easily accessible, to p]] ["] 

students. * . ^ 

The placement office is 

equipped with suitable [~j [^J | \ 

furniture and supplies. . ■ ^ . 

Di. A small wa i t inq area is 
- provided for students, . p*! |~] Q[] 

E. Conveniently located dis- ^ 

' ^ play space is provided for .(^ ] [3 f^j CH 

pl-acemcnt i n f ornfa t ion , . " 

VII. Successes of the Placi:'ment 
' Service 

. ■ o,- - ■ ■ :■ ■ 

A. The placement service has • > 
helped to reduct* the number. [71 [ | /[IZI' I | 
of dropout's- 

B. As needi^^ have hec*n identi- * ^ * 
f.ied thrbuqh placement I J [3 j | j 
CO unst\*l inq, th*^ curriculum 

courses have been- revised , • . - 

developlL'd , and improved . ■ - 

accordinqly. 

C. 'There is evidence that the ■'^ 

, . placement service h^B helped f_J f^] CZl | | 

stadertts make sound career 
•chpicc»s- 

D. There is a demand for , 

' , increased artd improved \. ' \lA Q CD | j 

placement servicfjs^ 



The following items cheek your comprehension of the 
material in the information sheet, "A Student Place- 
ment Service," pp. 7-38. Bach of the six items 
requires a shiart essay-type response. Please explain 
fully., but brief J..y, and make sure you respond to aj.1 
parts of each item. - ♦ - 



SELF-CHECK 



1. You are a vocational administrator in a small school that 
has recently decided to establish a* placement service. 
Ms, Brickman, a vocational teacher has just made the fol- 
lowing^ remarks to you:" * 

1*11 b^ glad when- our placement servj.ce is operational 
* and somebody else is worrying about placing these kids. 

I*m tired of assuming placeAient responsibility. Soon 
we'll be able to drop the whole busidiless in the lap of 
a placement specialist. She or he can place our stu- 
dents and then we teachers can forget about them! 

» 

How would you reply *to th^-s teacher? 



1^ 



2. You are preparing to leave for the day when Tom Wyman,^ a 
/ -vocational supervisor, storms into your office./ He is very 

upset because be >can • t see why the school should spend so 
; much money to establish a placement service. "After all," ^ 

he says "isn't that what employment agencies are for? 

Aren't they supposed to find kids jol^^s?" ' , 

What reasons - would you give in support of establishing a 
placement .service? 



You havei been assigned to oversee the establishment of the 
placement service. Outline and briefly explain the steps . 
that will need to be taken before the service will begin to 
function^ This will include all'^activities up to and includ 
ing forming a placement advisory committee. 



You and the guidance and counseling coordinator have just 
finished interviewing the first candidate for the placement 
specialist position. you are trying to decide whether to 
hire the i^nterviewee , Mri Weiscnbacki ^ He had a pleasant 
personality and you feel certain that he will, get along with 
bo^th the students and tlii^.^^aff. You also feel that his 
friendly, out-going nature will be an. asset in his relation- ^ 
ships with emplt^ers. . . 

Mr. Weisenback started* hie career in personnel work wi4:h a 
pharmaceuticalNcompany and is «;urrently the personnel manager 
for Hhe same cofl^any . You feel confident about his experi- 
ence since he said par^f oJfe his current job responsibilities 
include -firing employees and working with infc^rmatiXDn r^ated 
to labor economics and manpower utilization. T\Sf you are 
thinking about Mr. Weisenback, you suddenly r^ember a 
parting comment he made.-. He mentioned his wife was a teacher 
so working in the placement department would certainly make 
their working hours very /^compatible . 

Are goirig hire- Mr., Weisenback? Wh^r or why not? 



5. Identify some activities that you might propose be initiated 

to orient st-udents to the placement service and to the^career 
. . world. • 



6. What major ai^eas wouM you wish to cover if you were asked 
to evaluate, the placement service? Identifv at least ,two 
questions that will help you to evaluate each area. 



I - 
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Compare your written responses to the "Self-Check" 
with the "Model Answers" given* below. Your answers 
need not exactly duplicate the model rewpekaaa^: how- 
ever, you should have covered the same major. po>i^ts/ 



MODEL ANSWERS 



As a school administra^tor , you have a responsibility to try 
to change vthis teacher's attitude. To be effective, the 
placement; service needs the support and \inderstanding of 
bo.th teachers and- administrators. This teacher does not 
understand, that the placement service should work with her 
and other teachers to place students. In addition to other; 
responsibilities she should help the service understand her \ 
student^s • abilities, apti€udes , et6. , *' 

You should explain to Ms. Brickman that, the school has a 
responsibility not only to place students in a career. The 
responsibility is much more extensive than that. The school 
staff and the placement staff must work together to prepare 
students for a career /whether jq^ or educational. This may 
include helping /stu^nts clarify their goals / explore career- 
alternatives, and/or develop j bb-hunting skilly . 

By the same token, the school should not. just forget about 
students after they are placed. These stsudents' and their 
progress in their careers should be noted and recorded in 
order to improve the curri'cular program and the placement 
service.^ The effective placement of students can be accom- 
plished only as a result of school-wide teamwork and coopera- 
tion. 

Tom Wyman needs help and an orj.entation to the placement 
service. He needs your help iii understanding the importance 
of the school accepting responsibility for placement of its 
students. You should e'xplain tO him that his government has 
even stressed this responsibility by passing legislation to 
support the school's placement efforts. 

You should also tell him that the school is really in a 
better position to match students. to careers. The school 
has a better understanding of the individual student's 
aptitudes, abilities, and interests. It can help the. student 
■make a knowle^dgeable career choice and then prepare him/her 
^ for this ^career. -This interest and support on' the part of 
the school can help to alLev^i^te some of; the fears a student 
may experience during the transitioh^ from schobl to a career 
and can help to ^ive him or her a feeling of confidence. 



This' sincere effort to place students in appropriate careers 
can have a tremendous impact on the' way the community feels 
about the school, i The community can takePpride in a school 
that cares about its students and attempttrs to ^smooth the 
path" to .their future careers. This. ef fort tells the commu- 
nity ^that the^ school feiels it is adequatefly pr^p-giring* stu- 
dents for careers and wants the educational progifam. to strive 
continually to' prepare them for life outside the school 
envirc^iaent . v ^ 

Your outline of the activities that should take place before 
the placement service can become operational s^iould, include 
the following items. • r .^^ 

• . ..■ 

I. Gain support of top school administration 

(We caci assume that this has already occurred since 
you have\been assigned to oversee the establishment of 
'-the service.) f 

II. Assess the school ' s . placement needs 

(This assessment procedure should include comprehensive 
surveys conducted to determine student and community 
needs and characteristics. These surveys may need to 
be apVroved by the boefard of education. . . ' 

> 

\ A. Student surveys 

You should make suare that the permanent file for 
each student ctontiins all the necessary information 
and that they /are \ept up to date. You should alrso 
help to design a Student Planning Questionnaire? to 
determine sj^dent career plans and student needs.' 

-Community surveys ^ 

You nefed to survey the community to determine what 
resources ar^ available and to gather extfensive* , . * 
information abeut educational, occut^citional , and 
referral serx/ices opportunities. In order to 
gather this ylnf ormation ^ ^our outline should 
.include prewisions to m^ke use of piersonal con- ^ 
tact, telephone, and mail surveys. 

in. Gain bpard approval • . 

(All information obtained from th6^ surveys should b^ 
compiled into a report and f9rmaliy presented to the 
board • After gaining their approval for establishi;ig 
a placement service, you should gain their approval to 

.form an ad hoc placement planning committee.) 

- - ' . ' ^ : • . - 

IV. Porm ^an ad hoc planning committee ' ' 

(This temporary committee should help th^ school to 
determine the goals and objectives of the placement 



service, who the service will serve , -the , limits of the 
geographic area that students will be placed in, and 
placement policies and practices that the service 
should observe.) 

V* Hire a placement - staff 

(You should determine .how many placement specialists 
your school shojald hire based upon a ratiQ of 1 ' spe- 
cialist per 300 students. You will also need secre-- 
tarial and clerical staff to support the professional 
y staff and adequate office space for the entire staff.) 

VI. Form a placement advisory comjjpittee ^ ^ " ^ 

(A permanent committee should be established to advise 
the placement ^aff. They will also serve as another 
link witti the community and may be able to of fer assis- 
tance* in the actual placement of students. 

You. would prbbably oe acting very wisely if you* did not hire . 
Mr. Weiseriback. * It • s true that his personality is an asset 
and he has business experience that would be of great benefit 
to the school and to the placejnent function • However, there 
are two things abput Mr. Vfeisenback that should make you wary 
of hiring him. " . , 

First, he does not have any work experience in a school 
environment: He may have little knowledge -of -the -educa- 
tional program structure. He may have diff iciulty under- 
standing the problem's and concerns of a student wh 
paring for .a career unless he has a son or daughte 
own. His knowledge of post-high school educationa 
tunities, referral services opportunities, financial aid 
programs, school policies and procedures, etc., would be 
very limited and. would probably hinder him^ in fulfilling h.is 
placement responsibilities., _ i . ^ 

Secondly^ you should have been concerned about Mr. Weisenback 
last comment. It very definitely sounds as if he assumes 
that a placement specialist keeps regular school hours. 
This is not true 1 A specialist has to be available when his 
clientele wilT be most likely ^ seeking -placement services^^ 
This means working after school hours and during some vaca- 
tions and holidays. Also^ the placement specialist needs' to : 
serve in a public relations capacity and this responsibility 
would require Mr. .Weisenback • h att;endance at various school 
and community presentations , banqtfets etc . 

An important part of student orientajtion to the placement 
service will be the orientation meeting^s -scheduled speci- 
fically fpr this purpose. Those meetings^'shouJLd be scheduled 
on a yearly basis to aid studonts who sOon will be seeking a* 
job. These meetings should htt planned to explain tl;ie place- 
ment services provided and to help students gain* job-seeking 
skills. ■ ' . . . \ . ' 




The educational program, itself, of f ers5 uoiimited opportun- 
ities for teaching students the skills they, will need in 
order to progress up the career ladder. Many learhing 
activities can* incorporated into the school's program. 
For instance, students can be required to have a r^s'um^.in 
their permanent file by the time of their graduation. J'hese 
resumes could be written in Enalish classes with the help of 
teachers. Appropriate classesfcould provijde instruction in . ; 
job interviewing, good groomixilg > state anp national tax 
structure, fedfera^^ income tax ret^irns, marriage, job appli-- 
cations, etc. 



Ihe school could anitiate career days to familiarize studen^is 
with job and educe^tional opportunities. These career 'days 
also provide studqnts with an opportunity to meet different . 
employers and vice versa. This contact could be of great _ 
benefit when the student is looking for employment. 

6. Ybu should ^have identified the following major areas. ' 

• Quality of support given Ixy teachers andi administrators 

y . / _ , ■- . . t. 

•Organization of the placement service' ' - 

• Activities of the placement specialists * 

• Student record-Heeping system ^ 

• Inf ormat ion * seJrvxces 

Ad^lbacy of/-^hysical f aci lities ^ ' 

• Successes of the placement'^ 1^ 

' . ■ - ^ . ■ ■ . ■ ' -.0^^: 

Yovi should have identified at least two questions under each 
of the evaluation areas.' You may wish to review the sample 
' / evaluation form,- pp. '35-30^ to check for additional questions 
'you may have include^d. ^ *- ^ 

LEVEL OF PERFORMANCE : You^ completed "Self -Check** should have 
covered the same major points ;as the model responses- If you 
missed so'me points or have questions about any additional points 
you made V review the material in the information sheet, "A Stu- 
dent Placement Service," pp- 7-38,. or check with your resource 
person if necessary. 
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OVERVIEW 




Af tejr^ompleting tht. required reading, demonstrate 
knowledge of the steps and pfbcedures involved in 
planning a student f olXow-upj-^tudy . 



wij.1 be reading the information sheet;, 
Pol low-up Studies, pp. 49-70 . . ^ 



'Student 




You will, be writ ing your state department xjf edu- 
cation for information abQut foll'ow-up study pro- 
; cedure.s, and" for reports .that may be required by 
-your statQ^. \ " - . 



■ Optional - 
^Activity 



to read the supplementary, references 



You may 

P'^ulf A f^aBaial tchc Conducting Follow-up Surveys oJ 
Former" Vtf<::ational Students ; Bryan Independent 
School District, A^Sfcep-By-S tep - Pro'cedure for 
/Implementing a Computerized Follov up Systetn. 



i 

\ OptiofMl 
^Activity 



You may wish to interview- a vocational administra- 
tor who is experienced in :^obxdinating and super- 
vising follow-up studies.. . - • - 



cont X n ued 
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OVERVIEW continued 




Yoia will t>e demonstrating knowledge or thfe Bleeps 
and procedares involved in, planning ik studen'i 
follow-up study by completijig. the "Self -.checlt/^* 
pp. 73-74. ' ' . 



♦ 

» 

r • 



You will be evaluating your competency by com- 
paring, your completed "Self-check,"* with the "Model 
Answers, ", pp. 75-77. > * 



\ 




ERIC 



4.8 



54 



ERIC 



Activity 




for information on- administrator responsibilities for 
follow-uf* studies, and the procedures and teohniquea-. 
for plaiinin^, student follow-up studi'es, read the foW 
lowing information sheets . ' . ^ 



ENT F0LLOW-UP STUDIES 




Student , and/or empldy^ follow-up studies ar^ conducted 
regularl,y by nearly all voclntional schools ' as onejiery important 
,meana of evaluating'^nstructional program effectiveness. While ^ 
ypu as an administrator will seldom, if ever, conduct follow-yp 
studies yourself, you are likely to be responsible for initiating 
such studies arid sup<^vising those responsible for carrying out 
the studies. You will also h^ive responsibility for helping, to. 
analysse the student afid employer follow-jup data, and to make pro- 
gram improvement decisions based upon study findings. Major 
responsibiy<ty folr organizing and conducting the. follow-up • 
studies will usually rest with a guidance counselor or some other 

staff member appointed by the school administration. 

> ■ ■ - 



What is a Follow-up Study? 

. A follow-up study is a procedure that is initiated to col- 
lect data from or aboxM. individuals aft^r they have had similar 
or comparable experie^es. ^'Follow-up" implies the collection of 
data about something that has already taken place. In a schoo:> 
follow-up study; student^ are asked tO reflect back on how an 
educational programeither prepared or ^f ailed to .prepare them for 
future cariaers. ,/pgj^following information re;fers to planning and 
conducting a c'ompr^ensive^ tudent follow- up Study. - Such -a study 
usually -includes s«ouring[ informatiOh. from the employers of 
former students as well as from the students themselv^lai^ This 
^ftSrmation can bfe extremely useful in dpvelpping and im|hH>ying 
the educational program. ^ ' * ' >v • 



Why Conduct a Follpw-up Study 

' I ^ ■ '- ' ■ ■ • ■ ■ 

The school's decision to conduct a follow-up study should 
evolve from the objectives of the 'total program evaluation effort i 
Once the objectives of this/effort have Jaeen determined, th'fe' 
%&chool can proceed to identify the kinds of information needed to 
-.answer questions about how well the vocati,onal and general^^uca- 
tion p^rpgram» olijectives are'b^ng achieved. Several technroues 
and procedures may be necessary) to collect the inf ormafion • n^ded-i 
Follow-up studies, however, -should never be'viewed^as the only 
method of evaluation. . • 



/ 



k 



V 



; Basically there are t!wo types of flolMow-up studies^hat cap 
be conducted^ They are short-term {c6nducted only once for a 
group of fetudents) and Idng-terirt (conductyi' more than once and at 
predetermined intervals for a yroup pf st/dents' in x>rder to cover 
a^ span gf years) . In order to gain more Accurate and complete 
information for program improvement and development (whicl? can 
onli^ be done by fallowing students ' career paths.) your school 
sholilci plan and co^uot long-term ^ folloy-up stud#feS47- 

Generally; long-^erm fbllow-up studies are used to obtain 
' infoOTiatioTi about the extent to whibh the objectives of the edu-* 
cational program are beinn met. They are also used to, identify 
program changes that may be needed. For example, a follow-up 
study may reveal -that metal-working students ar<^ finding it 
difficult to locate jobs in the community. Employers explain 
that they need people with not onJLy sheet metal training, but 
also air con^iticTning and electricity backgrounds. Based upon 
this information, the school may choose to combine Or otherwise 
modify programs to provide students with the skills needed in All 
three areas . ' . * 

Long-term f olio\3^up s^tudies also serve a Very useful purpose 
in eliciting reactions from former students and their employers 
about how well the vocational and general education program Pre- 
pared them for entry-level employment and/or further education* 
•Important information may be obtained about questions such as the 
following. 

• What school training was important to them? 

• What school training was unimportant? ^ / 

• What suggestions for improving the educational program 
they have? . ' ^ ' ^ ' ' - Jf 

Some of the major reason|B|por conducting l6ng-term follow-up, 
studies are: . 

• to determine the re^l^ajtionship between jforhier student job 
performance and the training received in school 

• to determine what ttaining* and. education future employees 
wilL ne^^d^ / - 

• to djsteir^iine the opportunities in the/ community for <iob 
^dvancem^rlt . * . . , . . 



t^d 



i 



i?D detdirmine how satisfied former jstudents Are ah theri^ 



careers 



• to dfetermir^e^, how stitisfied empldyers are with the work of 
ftiirit^X^JS^tadents J. 41 



•to determine the number and kinds of Employment which former 
student&i^ entered locally and regionally on a part-time or 

full-tiirte. basis ^ ' 

■ J* " 

• to learn the extent tQ which former vocational students have 
m^de use of their vocational training 

• to discover the geographic mobility of students 

• to disco^r the extent of occupational mobility among former 
students 

<s ' ^ ' ^ ' :'• 7 

• to obtain information from' former students as to the . adequacy 
of their training 

• to ascertain why sotne fprme^ students dropped OPut before 
completing training 

• J3r^ determine how the school could be of further assistance to 
the former stvidentsi relative to counseling, training, and/dr 
placement / ' 

• to discover the extent to ^which former students are taking 
advantage o^ available post-secondary and adult occupational 
and educational training opportunities 

'to determine the occupational and educational difficulties 
encountered by forjner students i 

'.FpUow-up studies and thf^ data that is gathered can be of 
greaVvalue to the school in making progrcim improyemeats • They 
helfft^giye the school accountability by providing evidence of the 
effectiveness of the. vocfitional and .general^ducation, programs.. * , 
Some of the specific values of student and employer follow-up 
.studies are as follows. ^ ' ^ - ^ * 

. V ^ ■ y . ' 

• Data gathered can help in evaluating and improving the cur- 
riculum and related services. 

r ■ . 

, 4 Data can help to provide directdon and emphasis for guidance 
^ and counseling activities. (It can^help counselors identify 
areas that need attention.) \ • 

The study can help develop ^ood public relajbions with parents , 
business, industry, and ^students. (A good follow-up says , 
"We care" to parents and students. It reassures employees 
that the school is trying to improve.) 

• The data can help to generate the develofSlt^nt of .new pro- 
grams. (The data can help the schqol justify nevS^programs . 

• The school can $lso use tHfe data to ident-ify program )areas 
.that are no longer needed . or that need modification.) 
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• The data can provide information that can be useful at 
statewide meetings of local .administrators and 8U|f>ervisors 
(For instance > tbe data may help , to focus attention on 

^ pXacdilent and employment trends, reasohs ffor good and poor 
placement, programs with marginal value or gfeat value, or 
causes for Tack of CQitipletion of training.) 

• The data can provide needed information floi; completing 
annuail local vocational "program plans and various state 
reports. * 

Responsxbilities f^ follow-up 

The Sohool Administration - . ^ 

The implementation of follow-up studies will vusually be*^ the- 
result of a top level administrative and/or board decision. Th^ 
decision to conduct follow-up studies will incorporate consideifa-- 
tions regarding whether the studies will be short-term or long- 
term, what time of the year the studies will be conducted, and 
when the studies will be initiated. Ultimatwjuresponsibility J£or 
coordinating all follow-up effprts^and super^roing the teachers, 
gui<rance counselors , and others who have major responsibility for 
planning arid conducting the studies will normally be the adminis- 
trator's. ^ » . 



a school 4>administrator , y0u will also be responsible for 
helping to develop positive atititudos about the follow-up studies 
within the school faculty. Their entire support and enthusiasm 
is needed if the studies are to be a success. You may. also be 4, 
responsible for allotting office space, assigning personnel, and 
scheduling time for- the follow-up studies . Additional adminis- * 
trative respohcribilities may include: ^• 

• approving all instruments 

w^disseminating results of studies . f 

/ - ^ "J ^ 

• implementing the findijjgs ^ / ^ n ■ ^ ' 

rovidina f i^an^ci^J. support for the studi^^ 

• approving all \costs incurred such as: * 

- costs involved the preparation and duplication of 
questionnaires . 

- mailing costs * • . . , 

. ^- ^ . 7 . . . ^ ■ * ' ' 

- da'ta plrocessing costs ^ . 

'.•■'>■ ■■■ / ' 

' ' . ■■ - 
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- costs involved in^interpreting data and writing the*result 
ing reports ^ * 

- salaries orE prof essional and clerical staff ^ 

- costs of all materials used 
Teachers 

'fThe teachers will generally be involved in reviewing^ the 
atatfid* objectives of the follow-up studies,, heilping to- determine 
the methods of obtaining the data, determining the types of ques- 
tions to ask, and helping to prepare questionnaires. In the past 
voc^itional teachers in many states have had a major responsi- 
bility for planning and conducting the studies; however, in. 
recent' years a more centralized district or statewide follow-up 
system has be^n usually preferred. ^ 

Teachers who have daily contact with students are more 
likely to have gained the students' confidence and, thus, are in 
a bet1;er position ^to obtain feedback from them. The teachers can 
be instrumental /in {developing positive st^ent reactions to 
follow-up studiep and should be involyeld the organization and; 
implementation df such studies. Th'Sy are often ask«d to sigh or 
co-sign a cover letter that is mailed to former students along 
with" the follow-up questionnaires. 

. Student Committee 

Schools- are finding out that student involvement in planning 
and 1 conducting follow-up studies can be very rewarding for both 
thd^ school and the students. Students can help to word the ques- 
tlton^ asked so that they will be easily understood by, and rele- 
vant to, former students. They can also help with mailihg probe- 
dures, compilation of data, and address cHecks. • Student involve- 
ment is also extremely valuable in the pilot testing of follow-up 
questionnaires, n ^ ^ ^ ^ : • • • 

Vocational Education XdViaory Council ^ r 

^ Advisory codncil members are in an 'excellent pos'^ion to 

help obtain fejafftj^Tck from the community about the xjtiality of 
former students W job pe-rf ormance. In many cases, these people 
will be employers of former students and can supply firsthand 
information. MM^y will also bo in an ideal position to help 
survey other employers ih similar fields of^^ausiness and industry 



A4)|isory cpuricil; member^ of ten possess information or 
insights that can be useful in preparihff and conducting follow-up 
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studies. Council members, for example, mights, engage in some of 
the following activities. 

• He Ip' decide on the purposes of ^follow-up studies.. 

• Give suggestions for questionnaires and interview forms. 

• Interview former students. . 

« Read and^ react t6 data gathered from the studies. 

■ ^ . • ■ v> 

• • #■ J 

• Inform the community about the purposes of th« studies. 

• Help communicate the findings to the public. 

• Help formulate 'recommendations fof program changes based 

* upon the findings. X 

^ School Board 

.r-f ' . ■ . . J*" 

The school board usually makes the final decision about 
participation in' studies^ of the educational program. Members 
should periodically be informed of the x-progress of studies and 
should receive copiescof the findings and any recommendations for 
program changes resulting from them. 

Guidance GoCinselor(s) and Placqment Specialist (s ) 

The guidance, counselor (s) and • the placement specialist (s) 
should be very interested in heljping to plan and organize follow- 
up studies and many .schools give them major responsibility for 
these activities. Their services are directly affected by the 
opinions of f6rmer students* since the guidance and .placement 
functions are specifically designed to help the students locate 
suitable jobs or educational opportunities. 

The school counselor (s) and p>*a'cement specialist (s) are 
logical pe op l^Vto participate in the formulation of objectives 
. for follow-up. studies. They can help s.elect the groups to be 
surveyed, determne the type of data to be obtained and the 
methods of obtaining* it, and help in constructing the question^. 
naic,re(s). Sinc^ these, perspns are usually familiar with many 
former .students/ they are in ah excellent positiort to develop 
cover letters that -.will be melaningful to- the students torfbe - ?• • 
surveyed,. • ' ' , - i V 

Developxnq a Pla<P for a Follow-up Study - 

' In orde?" to. ensure the gffective and efficient management of^* 
a- follow-up study efforst, a well -thought-out written plan sliould — 
be developed for = conducting the study." This plan should be 
developed with input froifi teachers, administrators, the student 

.... ■ . . ■ . . ■ ■ ..^ 4 

• > . ■ > ■ . ■*■ . . • - , 



coittin4.Vtee, the board, the advisory council, placemefnt specialists 
and .sehool 'counselors. The plan should contain the following 
infortnation: ' , 

V general description of the situation / ^ 

4 written philosophy and objectives for the follow-up 
/ study C ' 

, • responsibilities of the groups involved in the study' 

• identification of boundaries or limitations 

• activities to be conducted to assist in att(aining the 
objectives of the follow-up study v ,^ 

^ m liudget items and estimated costs ^ 

« schedule of activities 

m reporting procedures . . \ 

• plans for implementing the findings-> 

' The follow-up study plan, once developed, should be sub- 
mitted to the administration and/or board for final approval . 
before work is actually begun to carry out the study. 



\ 



Fol low-^up Procedures . yi^a 



There are two basic procedures for obtaining follow-up 
information .from former students: These ; procedures -are mail - 
surveys and interviews .. After determining the purposes of the . - 
study, which group (si) of students will be involved ; in the study, ^ 
and the resources and time available, the staff members-^nvolve<| 
in the follow-up effbrt should 'determine the most ^gprppri ate 
method (s) of conducting the study or studies. . ■■ . . 

Mail Survey /• 

The mail survey is the most popular procedttrl^ because large 
numbers of former students can be reached through mailings. In 
addition, it can be Used to survey both students and employees'. 
However, use of this type of survey can result in large numbers 
of non-respondents,. If the survey is to yield useful informa-^ 
tiort, a significant number of those students belonging to the 



^Module A- 10/ Conduct a Student^Follow-up Study> , from the Profes- 
sional Teacher Education Module Seriejs . (Athens , GA: The Ameri 
can Association for Vocational Instructional Materials, 1977) . . 
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,i?laaa to be studied (the graduates and the dropouts) should 
.supply feedback. In order tcV accomplish this/ students should be 
told of the survey before they leave school and teachers should, 
stress the importance of receiving their responses. Yoiv^hould 
be certain that the cover letter that is sent along with the 
questionnaire is written with great care/ This letter should 
make the responde4its feel that their responses are valuable and 
th^t they will be influential* in the educational decision-making 

•^prc^ess'. 



Interviews 



Phone or personal visit interviews can be successful in 
•terms of the type 'of information received. They allow the inter- 
viewer t:o ask questions requiring in-depth answers, and probing 
questions which clarify answera. These can give important 
insights into the educational program as perceived by students 
and employers. However, the interview procedure can become very 
expensive and it requires a great deal of staff timel The best 
policy may be to use interviewing only on a sampling basis. 

When the staff members responsible for th^ follow-up effo^rt 
are considering which type of follow-up procedure to use, they 
should consider answers to questions such as the • following . 

• What kind of data is needed? 

• How much data is needed? \ 5^ / ) 

• What are the passible sources of data? 

^ • What are the advantages ^ and disadvantages of each source? 

• How much time is available? 

• What is the isize of the gifoup to be studied? ^ ^ 

. • ' ^ ' ^ . % ' ^ 

/ j-m How much money is available for the project? 

>" - . 

• How much staff time is available?^ 



• Mov/ much experience does the staff have in .conducting', follow- 
up studies? ^ ^ 

" • - > 

Conducting Follow-up Studies 

\ Many schpols are finding it most useful and valuable to. con-- , 
tduct their €ollow-up ^studies in what may be considered four dis- 
tinct phases. The first phase is often referred to as the "base- 
line study" phase. Its purpose is to acquaint students with, and 
to involve them in^ the fol low-up procedure before - they leave 
school. After they leave school, each group of students being 
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studied should be survt^yed at least twice. Most schools, how- 
ever, survey the same group students throe times^ in order to 
get a good 5>iCture of their students' career patterns. These 
studies are usually conducted one yt^ar, three yeari^^ and fiVe 
years after graduat;ion; they constitute the second, third, and - 
fourth phases of the follbw-up program. ^ 

It is preferable for the school to survey each graduatinq 
class during these time periods, Hdwover, -if this is not pos- 
sible, it is sufficient to survey each second or third class. 
The number of students who should bo followed--up in eaoti class 
w^'lL iepend upon the size of your sirhool. Generally, smaller 
schools tend to survey all students in a class^and larger ^schools 
study stratified random samples. 

Baseline Study ^ • ^ 

Whenever possible, all students should be involved in a 
baseline study. Senior student s can be asked to fill' out or at 
least reyiew follow-up forms similar to those which will be sent 
to them one year later. Student's should be informed that this 
is one way the school has of m.fiinta Lnihg contact with them. 
shGuld be empliasized that the students, upon leaving school, Tiave 
a vestdd interest in maintaining up-to-date personal files with 
the school. They shoiild be told that the information they' pro- 
vide the ^schoo^ will be used to aid other students, some of whom . 
might be their own brothers and sisLers. They should understand 
that they will be asked for tht^ir advice and* that their advice 
will be listened to. The questionnaire that they wij.1 b^ sent a 
year from that time should be ^:xplained and discujised/ in 'class if ' 
at all possible. In sbnte cases, the students can fill in tbe top 
section of a follow-up form and address their own envelopes.^ 

One^Year Study ' 

A one-year follow-up study ijs often conducted at the request 
of state vocational education agencies. Many vocational state 
departments of education have developed instruments and ft>l low-up 
procedures, which are used, on * statewide basis to ensure some 
standardization and uniformity in the data collected. It is your 
responsibility to be fully aware of any follow-up study procedures 
and/or related reports required by your state department. These 
agencies ^of ten require schools to supply them with follow-up data 
so that they can complete reports to the federal governmerit. 

This initial study provides the school with, its first oppor- 
tunity to get useable former student data. It is primarily 
undertaken to secure basic information sugh as employment status. 



^Adapted from Raymond A. Wasil, Fol low-up . (Delaware, OH: Today 
Educational Services, 1971) , pp, 6-7. 
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job title, further oducatlori being tako/i and where; and to gain 
student and/or employer insights into the adequacy of training 
received in the* instructional program* 'The results of this study 
should ijjidicatc which students are unemployed, underemployed, or 
fbr other reasons, still seeking employment. The school place- 
ment officer w^ay wish to contact these students to hel^ them 
ipcate jobs ot further educational opportunitijps • Typxbal qufes- 
tions asked , in this survey include the following, 

— ? ' \f 

• Was your preparation .a<i«quate? 



)u fa6< 



• What problems qid you face in the trarisiti o,( f rom school to 
work? To further education? 

^ • What kinds of additional training do you need or desire? 

.Three-Year Study . " 

A three-year follow-up sti\dy gives. the school additiqnal 
information on students who have been Working $ince leaving ^ 
school • For a secondary school ''it also has the advantage of 
'supplying the first ^-job information on students who were enrolled 
in junior, community, or technical colleges • These former stu- 
dent^ should have been employed about one year at t)iis time and 
can provide information about their present status. This survey 
usually asks the student to . indicate any job or location changes; 
to react <?o the education program, the guidance department , knd 
the placement service; and to designate any additional educational 
and/or training needs. 

Five-Year Study ' , 

The five-year follow-up study supplies the first job infor- 
mation about students who have been enrolled* in four year educa- 
tional institutions and those who have been recently discharged 
from military service. It is undertaken to secure information on 
job histories, further education and/or training, and skills 
identified by former students as being most useful in post-high 
school studies or jobs. The f i,ve--^year study provides students 
with an .opportunity to reflect on their career choices and to 
identify any major problems faced (In their jobs^ It also helps 
the school identify worker mobil ity pattei^ns.y/ 

Consideratiorts ' . * 

Well-conducted follow-up studies can provide information • 
that will help the school to. better prepare youths for the work 
world. The procedures that aro initiated to gain this informa-- 
tion and the plans and organization that. are used to implement- 
the study, will determine just how valua^tle the information is. 
The study must involve the^ appropriate persons who • are directly r 




concerned with the school 'ia f.uture .ind should be based on the 
fblldwing considerations. 

' • The ptudy will produce valid and reliable information on a 
specflfied group or occupational atoa. ^ 

• The study will produce *a high rate of roaponso. 

• The study can bo conducted at a reasonable cost. 

• Th^B||udy will h^ve practical application and will not yield 
' infl^Hktion that gathers dust on a library shelf. 




• • The ^||piy will provide 4^ta useful, in making data-based 
decisions ab6ut prograih improvements. 

An exaonple of a student questionnaire designed to evaluate a 
^vocaitional program is >given in Sample 3. This questionnaire is. 
relevant if the purpose of a school f.pllow-up sysjbem is to evalu- 
ate a vocational program. It can also be easily adapted for use 
in evaluating a general education program, the total instruc- 
tU<^nal jftrogram, etc. , Fpr example, if the purpose of a specific 
follow-up study is "to evaluate the total instructional program 
effectiveness in helping students advance in job and educational 
careers, the questionnaire would need to be expanded to include 
questions that ^ully cover preparedness for, and advancement in, 
education. In addition to other ad j^istments , the word "instruc- 
tional" would need to [be inserted in place of "vocational," in 
each question that refers , to "vocational program." 

As you read J:he questions nHBthe safirtple, visualize how the 
data received from such a quest^fflpna ire could be used to develop 
and Improve a vocational prograra\and) otheir related school ser- 
vices. For exatnple: ' 

• Questions 7, 8, 21, 22, 30-32 — The data received from 
these q^sticns give you indications of 'the adequacy of the 
vocational program. Suppose you were ar\ administrator 
reviewing data received from this questionnaire. If a 
students 's answer to Question 7 was that be/she was employed 
in a compl*etely different occupation from the one in which 
he/she received training, you might find the reason for that 
differeiy^. occupational choice in Questions 8 and/or -21. A 
review of the students' written comments to Questions 30-32 
mAy provide yoii with specific infojrmation as to the strength 
and/or weaknesses of the program and may help you identify 
needed program modifications. 

m Questioni^ 10, 17, 18 - — Once again, assume, you are an admin- 
istX3i(txyx^ reviewing data i:eceived from the questionnaire. . 
The dWta received from Questions 10, 17, and 18 will give 
you a general picture of the plac^emeht services (e.g.. Are 
students using th^ p-lacement services to find jobs? Were 
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^ atudentfi .aware of existing iSlacement services when they were 
enrolled in school?). t . / 

Sample 4 is an ejcamplo of an Employer Follow-up Question- ^ 
naire. Use, of an employer questionnaire such as this can give 
you specific infonrnation abou^ former^fetudents* abilities on the 
job and can provide useful data for school lorogram evaluation. 
Employers are generally quite willing to provide- reactions 
as to how well they feel an educational program--seeondary ' or 
post-secondary--has prepared students for their employment • It 
is patticularly valuable if employers can provide follow-up 
Information on more than one employee (former student). One 
student may not have acquired the necessary job skills for any of 
a variety of reasons, but if several employees who received the 
same educational program exhibit common deficiencies', chances are 
the program does not adequately address those skill areas. 



Using Fpllow-up studies Data for Program Planning 

The purpose of any program evaluati^on should be to determine 
what changes are needed in order tb improve the instructional 
program(s) being offered. Fol low-up studies , while»only one 
source of evaluative data, are' a veVy important source. If car- 
ried out repeatedly through the four phases (Uatlined earlier in 
this module, follow-up studies can also be a yontiryuing source of 
valuable feedback from the "products" of the feducational program- 
its former stVidents. To result in program improvements, the 
feedback" obtained from follow-up studies, *howevelr, must b6 prop^ 
erly summarizedV dissertiifiated, and fed into the decision^making 
processes of the educcitlon^J|^jiys£em. 

Making effective use of jrol^6w-up studies ^data requires that 
three additional steps j?^ carried oiit in completing 'the follow-up 
studies process. Th^se" steps include : (1) formulating recommen- 
dations, (2) communicating the findings and recommendations, and 
(3) implementing the recommendations. 

Formulating Recommendations for Program Change ^ 

This very important step can only be briefly addressed here. 
It cannot be overemphasized, however, that the care with Which - 
recommendations fax program changes are formulated will determine 
to a large exteiVt whether the follow-up studies will have any' 
significant impact on program quality. In an educational system, 
the implementation of recommendations or program changes will 
normally irwolve decision-makers at several levels?. At the 
highest levels are the citizens of the community and their repre- 
sentatives on "the board ^who ar*^ charged with major program, 
policy, and fiinancial decisions. The various levels of the 
administration are charged with carrying out policy decisions and 
.with supervisinc- the daily operation of the overall instructional 
program. In addition to these decision-makers, however, there. 



SAMPLE 3 

« 

0 

MNIMI. MUMMIP WNWn OV raMMIk VOMTMNM. «T<Mllin 



— ' ■. % ' T 

«HM«I Matt 



V. 



•;! it. 




Vmt SmW 



H 



OIRCCTliON$: 



"WHEN ASKEQ TQ>CHECK" A BOX. PLEASE U$E AN "X" TYPfc MARK.^ ' 



^ WHCNEVER the words THIS.VOCATIONAt RROQRAM N^PU^K ThIiY REFER TO 
THE VOCATIONAL PROGRAM PRINTED ON THE^ iDENrCFIGATION LABEL^ ABOVE. 



L Skncm you Mt th^t vouttonal procrsm, did you-M«k 
IMMtaM tmploymtnt? (30 or more hours p«r weefc) 

□ .Y#t □ No , , 



Z tf you did not smIi Ml lim o •mpfoymenl when you 
Itft iMs ¥oc«tion«l progrtm, indicate' the reason, 

Cft w rt only one boat 
m 

^ Expected to enter another school 
Hoaaew*te or about to tw merried. 
Physical or other handicap ^ 
Not interested in a job 
Expected to ent4r tt>e ntiNtary service< 
Only wented to work part-tin^ (less than 30 
hours per week) 
Q Other (specify) 



3. Did you seelt part-tiiiie employmMt (i«s than 39 
hours per week) wtien you left this vocational pro- 
fram? 

□ YeK QNo^ 



^ 

4, H you sought pavt^Hiie' jtfmpkiyment. instead of^ full- 
, \mm employnnent. when Vou*4e<r this'^^ocationel pro- 
gram, indicate the reason/ 

Ctieck only one bea \ * 

» n Expected lo enter anoRier school 
*^ HousavtHfe or about to be married 



Ptiyskal or other handicap 
Not interested >n a full-time iob 
Expected to enter the^ilitary servlte 
Unable to find a full-time iob 
Other (specify);^ 



5, Howl many full-Clmlf jotn (30 or more hours per week) 
have you held since you left this vocational^rogran>? 

* Nmo 

'Pl 1 full-time fob 
2 full-time jobs 
3toSfulMimejot>s 
6 or more full:time jot>s 



NOTE: If your answer to que:stion 5 was NONE, skip td 
question 16, . . / 
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& Ityou fotV^II-lliiia lob^wheh ^pii liin this vbcaUpri^l 
* iM^f Was your i^^^ 




ow closaly did y6ur flrtl fulMim Job OO or mora 
hours pe^ ^weok) after Waiving this vocattonar pro-' 
Wtfm ralata to the triflning you racelvad?. • i 

;PtM:k only one box r " 

»Q I was; employed In Jhe occtipstipn for^hlcK I 

>fes trained by this vocational, program V 
*p| I was employed in a relatM occupation 
'LJ ( employed in a completely different occu- 
' ' ■ . patlon 



8.-Qld this, vocational training program adequately pre- 
' pare you for your first foll-tJme job after leaving this 
training? ' ^ r 

□ Yei □ No 



9v 



Wtvat was your betinning bdti^ wage on your first 
fulMtme job since leaving this vocational program? 
. Check only one t>ox . 



$LS9 or less per hour 
$160 to $1.99 per hour 
$2.0040 $2.49 per hour 
$2.50 to $^.99 per hour 
$1.00 to $1.99 per hour 
$4.00 or more per I 



I- 



»er 



10. How did you get ybur first fulMlme Job^after leaving 
-this vocational trainmg? 

Check :appropriate box or boxes below 

§ i^ot the Job myself 
My family or friends helP«d me get the job 
The job placement services provided by the 
school helped me get the job * 
Q The state emplqiyment service helped me get 
the job 

n A private employment agency helped me get 
tj>*^bb 



father (specify) 



ll. What^s'ttiej'most you have earned on a^ full-time job 
since feaving this program? 



Check only one box 



$1.59 or less per hour 
$1.60 to $L:99per hour 
$2.00 to $2:49 per hour 
$2 50 to $2.99 per hour 
$3.00 to '$3.99 per hour - 
$4.00 or more per hogr 



If you have held two^ mor« full-ti/ne Job)i1[30 or mbrm 
';> - hpura per weak) ainctf you ended this vocationat traln- 
Jhg, cfieck one»box b«tow. 

. • *r] t wais* trained in school tor my last job 
' >Q;My last job, was related to this vocational train* 

•' •I'g ' ■ ' ' 
' My Jast jtf) w» not at alt related to this voce- 
tional tralniili^ ■ ; 



13. Indicate below the lacatian, of your present or most 
cent full-time employment 



villas*. Town, city 



County 



X. State 



Vorsmauaypmy 



14. If you are pfMenUy woclclng, what is your 'Job? 




For Uam U— OfUy 



15. Wttat wages are you presently earning? 
Checkionly one |>ox 
* rn $1.59 or less per hour 
$l.eO to $1.99 per t|Our 
$2.00 to IZ49 per hour 
$2.50 to $2.99 per hour 
$3*00 to $3.99 per hour 
$4JdO or more per hour 



' in I am^uiTemployed 



16.^hat is your current amp!oyment status? 

Check the appropriate box or boxes below 

n I am employed 

□ full-time (30 or more tiours per 
" • week) 

^ Q part-time (less than 30 hours per 
^ • weeW 

Q I arn .unemployed. . " . ^ 

> , Q but looking for work 

[j ^tiid not l6ol^ Work 

_Q I am in the mifltary service 




17, As.be$tvyou know, WN^ype(s) of Joli^Nc#m#fit Mf- 
f vic«(t)^ werV:provt(te<t^^^^ scl}6oC^n<lth0.ybcat(bn- 
■ '' at propram ^ which you were enrolled? 

• • ' •' ' " * ^ 
I . *Q A school placement service coordinated with 

♦ the State Employment Service • * * 

' Vocational T»»achffrs helped olace students fn 
johs by making referrals 
PT] Guidance Counselors helped students find Jobs 

.r^Othcr (spJ^rifv^ - . , " - 

CD placement services ^ * > . 



ia. After you got your first job^(full-ttme or part-time)' foN 
lowing this vocatioial trainings have you ever again 
iised any of the'iMjtlacefntnt services provided by 
the school or thl^Qcationat program? 
Yes., □ 




If yes, check the 
*your first job 



^rvice(s) you have used since getting 



Q C^jfordipated^ervice provided by school 
an# «late employment service 



a 

f~| Othe{ (specify) 



Vocational leader assistance 
Guidance counselprr assistance 



19. How many "separate vocational courses did you take 
white enrolled in this vocational program? 

Courses 



20. Did you enrpH in tht^ vocational program with ttie 
specific purpose in mind of getting skill training in 
order to get a job in this field. 

. □ Yes (3^3 : . • V • . 



2h Were -yqu satisfied with the vocational Gaining you 
/ received *in this program? 
. □Yes. QNO 



22. Would you r^ecommend this vocational, program to . 
others? • " » 

, Q Yes • D'i?^ ^ 



23. Since you left thrs vocational program, have you en- 
rolled in any ^additional education pr4>gram(s)? 

» □ Yes QNo ^ . 



(COMTIf^UCO NEXT cot UMN) 



1 • ■ ' 



a ContiniiiBd. • * / 

^ M yeis, check type(.s) and. purposefs) below: 

Q^Gehtral education program(s) ) 
To raise my general education level 



•nforrrial. nonrrpriit c6urse(s) 



Q Vocational pro|rani(s) < 

p] To upgrade the vocational skills pre- 
viously le.arnm in this program 
Q To learn a noU occupation * 



What type(s) of , vocational training pro- 
gram(s) did you attend? ^ 
Pri\^te schooKs) . . 
Public schooKs) 
Business or Industry 



24. If you did enroll for additional education after leaving 
this vocational program, have you rc^celved (or. do you 
expect to receive) or>c or more of the following: 

□ .Yes C!|No 

If yes, check 4a>e(s) 

• f: ] A' certjjygfe (type ) ^ , _ 

70 \ |-fAxji<jjB^(typeV_ — 

I ] A 2-year assqpiate degree (majoM — ^ 

( ] A 4-yiBar college degree (major) ^ . 

I ] Other (specify) , . ■ ^. 



25. Are you now enfoNed in a vocational program? ^ ^ 

□ Yes □ No ; > 

26. Are you now enroled in any t i^m^onal program(s) 
other than vocational? 

O Yes □ No * 

27. Are /qu interested ^n getting more vocational train- 



»ng? 



No. 



28. Are you interested in getting more general education?^ 
□ Ye? QNo 



29. U you are interested in 
kindt indicate the type yj 




ore training of any 



rested im^-^ 



For Stat« Um Only 
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Your 4dMft and .reac(ioii» In responie'^^to tN«M queftllons 
womM te appreciated; ^ 



3a What, specific thlnss about this vocittonal plogram 
tiM¥B you'idund to be tl)e most useful to>Ou in yoqis 
. present Jobr r ^ 



_ ■ M 






fmr %fim UM Onhr 



31. Wtuit specific things alKxit ttiia- vocational program 
have you found to be the teast useful to you in your 
' present job? ' ^ . 

















y ■ 











fbr State Um Only 



|2. B«|ed qn youi experiences, ijvhat jsu||iiesti.one do you 
have for improving this vocationaVprpgram? * ' " ' 







44 
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I .. . Pefr sbnal . In forma t ion 



SAMPLE 4 

EMM.OYER FOLLOW-UP QUESTIONNAIRE 

* ' (Confidential ) 



IP^QY 



Employee ' s Name^ 
Employer's (Tame 



Employer ' s Address 



D4,jcect:ions ; The- following f orTn /sho^lp^ be by a 

supervisor who is famiiicytf with the ;)^ employe^. • 

Please completlp -the form even if Uh^ eymployst^ no longei/ works 
■''for your company. ' "/ .1 " / 



Supervisor • s Name 



Job Title 



It. 



• EMPLOYEE PERFpRMANICE - ASSESS^ 

Total ntunber of months employee employed by your firm 



Work Status 
A. 



Is employee st\;Ll employed 
by your . company? 



B. ' If "No" check below: 
r~l Fired 
r~l Laid Of f 
□ Quit 



□ Ye» 



. □ NO 



66 
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r - • ' ■ . ^ - 

jCII. How wpu4^ you rate^the eitiplay^ on efch .of the following 

- " ^' ' ■ isti.cs': ■ -J-- ■ ■■■ ■ ■ ■. . ■■■■ ' ■ ; , . 



1 ' , ♦ 2 ■ ' 3 •4 

^ • , ■ . ♦ > - ' -.y^^* ( above V _ v(e3tcel- 

• .i> • .. ,(poor)% (^acexjTge) aveSra^) ifent) 



O - 67 



r)% (aageiycTe) a 

A. ^he qualit^Of ' / 

* employee * s'^ork. . . 

B, The quantity of . j» 
employee* s work..... [~] [~J 

C* . Th0 degree to which 

the employee pos- ' 
sesses specific job- . ^ • - , 

r related knowledge , , . 

-> . important to success / - '9k 

on the job.......... , . p □ • □ 

D. The degree to which y " 
thek. employee is abl^ V 
to operate equipment r * \ * ' ' 

^used on the job.... O u □ V [□ J)- 

E. The^ degree to which * 
the employee pos- 
sesses basic commu- 

nication (verbal arid / ^ . ' 

writt;eni skiLlg. . . . J^. . -O > Q 

F. The employee's ^ " . 
appearance when 

working...... □ Q] Q| □ 

G. The employee's atti- , ' 
tude towards his/her ' ' ■ ^ ^ 

* job.. □ □ □ 

H. The employee';^ attenr- / * 
. dance at work.' • C~] ^ dl (ZD j | 

j. The employee's abil- 
ity to cooperate and * 

wo^tk'with others... [Z2 CD 




The employee • s will-^ 
ingness to learn and * ^ 

improve . . □ [~] ■ ■ ' Q ^ 



iv . sped f £c Cbinment 5 



V. Hiring Forecaist' for your Cdmpany , 

•A. Do you plan to hire in. the 
• near future? 1 ' ' 



B . . * I f " Ye s " what type pf ' 3 pb s . 
would you be hiring- for? ' : 
.Pleas-e specify . . , 



C. Would ,;_^you hire a High school 

1 graduate?. ' ^ ^ 

D • Wou 1 d*" y Qu"^ h i r e a s t:\top\ 

dropout? ^ :>-^: 



E, 



Wou^^ you be interestad in 
a ^jWool^work study or co-op 



i>rograin? 
Th^nk you for your cooperation! 



□ no 




P Yes , 

□ Yes 

□ Yes , 



□ No 
• □ No^ 

□ no 
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are also many program decisions or n^dif lections which' can be 
made by the teachers or others concerned. 

• ' .. v., ■' ■ ^ , *■ : . ■ . ■ .; 

When fo'rmulatincf recommendatibDS ^ all of .thes*^ decision- 
makers need to be kept in mind. I^^hould always b^remembeped; 
that. st^£f whp partiqipate dn „the :^rllow-up process and who have 
an oppdrtithity t^^ the findings and to he^Lp make the result 

^ant recommendations, are more likely to work tdward thieir imple- 
mentation • - It Is' also very import;ant ;when f ormul^ing recontmenda; 
tions for change, to present *&s much evidence as possiWile to 
document the '^need for change . Good recommendations^ are usuariy 
supported by • responses to more €han bne question -and by ^.data col- 
lected from both eipployers and former students* Evaluation data 
other than that pbt^iined from fpllow-up studies should also be • ; 
utilized whfenever appropfiatei 



Communicat-ing the Findings and ,Reconfanendatiohs 

'At; least two reports 'should be* prepared Of the- findings and 
recommendations t^esulting f rotOi- a ' f ollow-*Up: study :, a detailed • 
' ireport for decisipn-mak^rs and a .general report: .fox others • A 
comprehensive agport of t:he entire study will usually be of; 
inte^^est and valine to administrators, teachers r board jnembersf, 
and advisory council members, but will, probttbly be t^oo detailed * 
for the average 'parent, employer^ and former student . For the 
latter persons,, a reduced /size or "popularized version" of the 
highlights of the full ^r^port should be prepared arid widely 
disseminated^.; In preparing the reports, appropriate use should 
be tnadie of charts, graphs, and diagrams €o help iexplairi and 
docubiejit findings of the studies. 

Decision-makers cannpt tcrice appropriate action unless these ^ 
findings and recommendationSs *i^re effectively^ communifcated to \ / 
them. Communication involves irfuch more thl^n! the preparation and' 
dissemination of ije port s;^> Although that* is one important aspect 
of "the task. Another important alspect of the communciatibn 
process involveii prpyi^ciing appropriate opportunities for discus- 
sipn of the findings a«d recommendations contciined in the reports 
by the te^achers , administrators, advisory council members, and 
board memb^tflll;^ ; 

ImplementdL'n^ the Recommendations . . 

If you' are the administrator responsible for overseeing the 
follow-up studies, you' will also- Have an obligation to those who 
carry out the studies to see that as many as possible of the' 
recommendations forthcoming are implemented. The preparation of 
reports alone will not do the 'job. You will need to take advan^ 
tage of every appropriate opportunity tp discuss the findings of 
the studies al©d the . resultant recommendations with the appropriate 
decision-makers. ' 



• It often is easy to quickly implement some of the recommenda- 
tions from a follow-up studyV while other recommendations may 
require much time and/pr money to implement. The key point to 
^remember is that you have an important responsibility to see that' 
as- many data-based ^recommendations Tor program improvements are 
made as 'is possible. If valid, reasons exist as to why the admin*- 
istration or the boai'd cannot inqplement some of the recommenda- 
tions made, these reasons should be e^^P^^opra^t^ly communicated to 
the vocatdronal advisory council members and other concerned 
individuals and ^^bups. 

'^"^ y ■ '^^ ■ ^ " . 

Follojup^p . studies can be an important "tool for the ongoing 
improvement, of- any educational program when they are well -^organized 
effectively- carried out*, and the reicommendations resulting ,f(wi 
them are implemented. It should be recognized frdtn the $tar^ ' 
that the implementation ^f program improvements' is? never an easy 
.task/ but when the changes needed will result in higher quality 
^programs for our stutjents, it i: 
necessary'. ' \ 



s a, task well worth the effort 




^ OptlOOAl ^ 



For in 
dures 
your s 
ing se 
Ask fo 
lines , 
re sour 
specif 



formation on former student follow-up proce- 
and/or data reporting requirements, write to 
tate department of education , evaluation/report- 
ction, vocational division, for informatiolh • 
r sample questionnaires, administration guide- 
reporting forms, and requirements. Your , 
ce person may be able to :Supply you* with a 
ic contact person and address. 




) 



For further infoirmation on follo.w-iip studies, yo.u may 
wish to read Paul, A Manual for/ Conducting Follow-up 
Surveys of Former Vocational Students (discusses 
specific techniques and procedures fot planning and 
, conducting former Vocational student follow-up 
studies) ; and Bryan Independent School District, 
A Step-By-Step Procedure for Implementing A Comput - 
erized Follow-up Syistem (presents forms and procedures 
to be used in establishing a computeri/z^d follow-up 
system) . * I 



Optional 
Activi 




You may wish to interview a ^'vjocational administrator 
who has recently had experience in (Coordinating and 
supervising foU'ow-up studies. As4c him/her to iden- 
tify those 'had responsibility for p-lanning and 
onducting the studies and why the responsibility was 
ssigned tp them. Ask the adminis traitor what his/her 
follow-up Vole involved, and- what problenfs and suc- 
cesses were encountered when planning and conducting 
the follb.w-up studies. Yoii may also which to secure 
copies of questionnaires, planning outlines , etc. 



I 




AetiyiJtv 



The following items check your comprehension of the 
material in the information sheet, "Student Foliow-^up 
Studies," pp. '49-70'. Each of the four items requires' 
a short e s say -typ4g^ response. Please respond fully, 
but briefly, "and niake sure you respond to all parts 
Of each item. \ 



SELF-CHECK 



I. The two types of follow-ut> studies are Short-term and long- 
term.' Based> upon what you »know Vbout thef purposes , for con— 
l^uoting follow-up - studies , Why are long-term studies a . 
• bettei; inethod of. collecting follow-up data? ' • ■ 



V : 



2. Who should be,invdlvted in <3etermining the specific objec- 

tived of a fbllow-up study, organizing and planning for the 
study, and conducting the st;udy? - 




3* What are thgs tw5 basic" procedures available for obtaining 

follow-^'iip information? Name at least one advantage and one 
disadvantage of both. « ^ 
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How Often should the school conduct foX low-up studies on 
each class tha± is being studied?* What are-^he major rea- 
sons for condybting studies ati each ^ these time, intervals? 



Compare your written responses on the "Self-Che6k" 
with th^ "Model Answers" given below. Your responses 
need not exactly duplicate , the model responses; how- 
>eyer, you should have, covered the . same major points. 



MODEL ANSWERS 



1. Short-term follow-up studies are conducted only once for 
^ v^each group of students being studied. If you^ school chose 
'to use this type of follow-up study, it would only be gather- 
ing data abou4: students at one particular timd in their 
; lives. A short-ter?n study would rtbt allow the school to ] 
follow the career paths of , stAidehtS and then make program 
improvements and revisions . bas'dd upon the turns that stu- 
^ dents' careers make during a span of years. . ^ 

Long-^term follow-up studies are conducted at predetermined 
0 intervals and are conducted more than once for each group of 
students being- studied. . This system of follow-up allpws a 
school to study the student's career history over a period 
^ of years. The long-term system allows the school to seek . 
. data about- questions such»as: U). What are the opportuni^ 
ties in^r-the comnjiihity for job advancement? (2) How satis- 
fied are former students with their jobs? (3) What 'training 
was useful to students and what was not? (4) In what areas 
did students 'need more training than was provided by the 
school? {^) .What is the geographic mobility of students? 

2. Effective follow-up ptudie^ "should result from a total 
school-wide effort.; Everyone connected with the school 
should be invoived^-to varying degrees — in planning, orga- 
nxzxng, and conducting - the Studies . Top school adminis- 
tration will Jiave prime responsibility for determinijig the 
^follow-up procedure that school- Will follow (i.e., short- 
term or long-term', the time of year studies'- will fce con- 
-ducted, , w^hen the procedure will be initiat^'d) . ' The board ' 
.1 ^'All ger\erally give final approval f or the^ f ol low-yp program. 

- The top administration -generally assigns Someone prime 
^ 'responsibility for thd studi<rs. This person will usually J^e 
a guidance- counselojs^ifcr a school administrator. Others wlS ^ 
. are. normally invc^T^edlin organizing, • planning, and conducting 
the studies ,i pel irfde t^acKors> students, placement specialists 
.and the vocatronfal advUspry council. 



3*. The two follow-up procediares are mail surveys and i:nterview8 
^ (phone or personal visit) • ^he advfuitages and disadvantages 
^are as follows^ i ' 

Mail Surveys: . Advantages . , 

• They reach large numbers of former students. V 

.# They can be used to gain information from both 'Students 
and employers. • - * 

^Mail Surveys: 'Di-sadyantages ' 

• It is easy^ for students and/or employers to neglect to' 
fill them out and/or -mail them back to the school; 
thus^ use of mailings. can result in large numbers ^ ^£ 
non-respondents. 

. Interviews : ' £^dvantage^ ' * 

. m . . \ ^ . ^ ' ' - . ■ / 

• Sinc^ interviews are conducted on a personal basis , 
r. .their, use allows the interviewer to ask questions 

requiring in depth' responses and questions th^t can 
-clarify previous teaponses. 

»■..." 

• Interviews are a good way to "seuuple", student .and/or 

\ employer responses. * ' - , / 

Interviews: Disadvantages / ' 

• This procedure can become very expensive. ; 

. . ■ ^ ' - ■ ' . ' ^ ' 

• "It requires a great deal of staff time. 

■ ■ a! • . • . 

4. A minimum of two folloir— up studies should be conducted for 
each group that is beings surveyed. However , thre^e Studies 
conducted a ftex the 4^udiq|pts loave sdhool allow the* school . 
tp get more accurate and complete data. A fourth study 
(baseline' study) conducted before the- students leave school 
can "helf^ /lay the groundwork for these^ three later studies . 
-The later studies should be conducted at - one^.^-^hree , and 
five yiear intervals. .The baseline study he2fps students 
become oriert-ted to tha follow-up system andT to understand 
the importance of theii;- responses to the success of future 
follow-up. studies. „ 

The olie-year follow-up ei:udy allows ^the school to find out* 
wha^ the student is do,kng--- attending a post-secon<3ary insti- 
tution ^ a college or university working, slaking, .employ 
ment, etc. 3ft allows the school to get basic infor:mation 
aboutx> the student ' s career (e.g., job title , salary , marital 
status, college major) and to" gain initial student and/or 
• employer reactions "as to the addc^uacy^ of tlje training 
receivfe<i; in schc)^>l: > ^ r ^ - . ' 



ERIC 



) .... ■ -sy 



There are two major purposes for condMcting a three^year 
' . follow-up study. - First, it allows the school to'get adiji- ^ 
tional information on students who have been working since 
leaving school (e.g., job. or location changes training ' 
needs). Second, this is the first opportunity for ^ second- 
ary school to get job information on those students* who ' . 
were enrolled in junior, community,- or technical . collies. 

<■ ■ . ' . " ■ . ' . ' 

Five-year follow-up studies supply the school with th6 first 
job information about students who have been enrolled? in , 
four-year ' inst3,tu't ions anii those who have been discharged 
from military service. These studies" help the schpol to 
identify worker mobility patterns (both geographic and job 
advancement) . They usually caji produce useful^ information 
about, student opinions aijd attitudes reg'arding the training 
received in school, ^his -is because students have been out . 
long enbqgh to forget possible-bias. and they have a better 
understanding of the skills. needed to sucgeed in the career 
world. 



LEVEL- OF PERFORMANCE : Your completed "Self -Check" should have. - 
.covered the same maTor points as the model responses. f f y6u 
missed some points or' have questions about any additional points 
you. made, review the material in the .information sheet, "Student 
Follow-up Studies," pp. 49-70, or check With your resource person 
if necessary-. • . 



Learning Experience III 



OVER VIEW 



Given functioning student Vplacement and 'fo*fc.low-iap^ 
sfe^yices in an actual school,> critique these ser- 
vices. , ' ^ V • ,f . 



NOTE 



The nfext two acttivit^es 



irivolveNi 
iting^ pla 



dentif ying 9 
cemept and 
If it is 



visiting/ and crltiquifig in. 'wr 
follow-up §ervicf!S in an actual sc+iool. 
not pos^^ible for you# alone, to visit ^ an actual 
school, procfeed dire<vtly to the e^iplanation of the 
alternate activities on the next p^age . ^ : 



V-ou will be idenLif yi ng a school which has func- 
tioning placemen I: and follow-up services, and ' 
visitijvg that scliool to gain the information you 
will hee<i to^crit:i'qu€' 'the Services • • 



.•:v 

You will be critiquing In writing the placement and 



f qlXowrup services basex^ ytpoh tife informat4^^n you 

-jgath^r. 



Your compe teil^y n critiquing functioning placement 
a.nd^ follow-up' a&rvice^s will-be evaluated by ybur 
resource per-son', us^ng^ t'he criteria ,in this module 
a^ a guide * - , r- 



contiixued . 



OVERVIEii 'continued 



^Activity 



Ypu. will be iden< ifying a schpol -which has func — 
Altornata * tioning placement and f©l]^w-up, services and visit 
Activity ■ that school witft i group of peers r or asking 



sx placem<? 
/to visit 
1 rif orma t ii 




lc>w-up specialijjt: from that school 
ilk wi fr:h YQur g^roup^ to gain the 
ou <will n-eed t<& Critique the services; 



/ 

V 



4 ' 



Alternat« 

Abtiyity. 



You will be cr itiqyih^jp the services as a grogp, 
base<4" upon the i nf ornMtipn you gatHer. 




Your vCompe.ten<:y and t fie group ' s cgmpetenoy in . 
crxj^'iqu^ng f unct.1 oning placement and follow-up 
services will b^ eyalu^ted by y^'^^ resource person, 
using the criteria in' this module as a guide. 

» ■ ** ' ' ■ . . - - " . • ^ 





.'.1^- ■ • • • • ■ 



NOTE : The next tWo activities involve identifying, 
vis it ing - and critiquing ah writing r placement and 
follow^-up servicejs in an aptuai school. If >|||l^ is not 
possible fpr you/ alone, to visit an act^ual^achool,- 
^ turn to pp. 89-91 for^an explanation of the/alternate 
activity, ... \^ 

Arjrange thro^i.gh your resourpe person to visit a . » 
school with functioning^ placement and follow?-up 
services .'^ you will^ 5^eed to contact the school place- 
ment specialist, or' the specialist and the responsi-^' 
ble- school Bkn^inistrator to request permission to 
visit and tf^arrange the^best time for your- visit. 
During the vdsit, you will be seeking infor?aation , 
usdng : the .''Qaestion Form"- oh the following page as a 
guide and by observing the ser^rices if possible • 



Direction a ; Seek' ai^swors to the f oTlowinq 'questions by askingV 
the placement special 1 St or the specialist ahd the school admin- 
istrator^ or by ' observation. Record the answers in the space 
provided below each quest ipn^ . ^ ' 



Placement Ser-vice 



QUESTION FORM 



1. What policies has the school , administratiori establSTshed 
regarding the placemei>.t service? 



. 2. What procedures were followed in establishing the pljacement 



service? 



3. 




What systems have been esmpR^nied to ensure that specialists 
and teachers work together In the placement of students?. 
(For example, updating- school recbrds , referring students to 
placement office, helping students find occupational and/or 
educational information.) 



What activities do teachers incorporate in their classrooms 
that Support the placement services? * (For example,, helping 
students learn, interview techniqu^V helping them to under- 
s tand the tax . s true ture a*nd i ncome tax fox^s , teaching them 
how' to fill, out job applicrations . ) 
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5. What are the goals artd*5bject4 veb of . the pla< 
^ How does the seryicQ; strive to ^et them? ^ 



6 . 




it service? 



What ^ethods have been established j^or self-evaluation and 
improvement of the placement" service? ■ \ ' 



7. What services ■ does the placement service provide to orient 

students and staff to their function?. (For example, orienta- 
tion meetings, inservice training for staff.) How are these 
. activities organized? What an- the main topics of di^scussion? 



I 



8. Is there an appropriate placement si)ecialis,t-stu^ent ratio? 



Are specialists available on a scheduled basis and during 
*the evenings, vacatij-ons, and^olidays? 



7 
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What activitiej3'\do|s the sEjecialist enjO^qe in? (For,ex%ple; 
maintaining albse contadt with post-serondary schpols^ aha 
c611eges, employers, and special needs referral agencies, ., 
seeking to develop jobsr for stbdents, visiting students on ^ 
employment sites, following-'up on placed studepts^)' ■ 



How is the/placement gerrvice publicized? 



What techniques and procedures are utilized to ejasure' 
accurate up-to-date information on all students? What 
information is ob'tained? Are o^ecoyds -accessible to staff, 
but controlled so as to ensure ''confidentiality? 



What procedures are utilized to ensure up-to-date occupa-. 
tional, educational, and recrc^ational information? Is the- 
information easily accessible, to students? Is it kept in a 
specific location? 



9 ' • ' 

_ 'int. . ^ I .... ... ^ 

14. Are the placement office physical facilities adequate? Why.. 
jf0Qr Why not? :'• 



»; . ...» 



15. What does^ the placement service feel are its i^ajor aucbe^ses?. 
^ What is trhe bases for det^*rminiIlg^ these seryices? - 



> 

^ • •■ ■ ■ ■ 

Follow-up " Service , 

16: Who has responsibility for orgaiAzing follow-up studiet. How 
are the studies organized? 



17. Who is involved in conducting tfollow-up studies? What are 
^ their rfesponsibilities? - , . 



18. . For what reasons does the school conduct follow-up studied 
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S3 . 



What fol^l^w^up procedures are used? 






4 



When are folloW-up studies conducted? 



4 



Is follow-up data utilized for curriculum improvement. 



Are an acceptable numbeat of former students responding 
■ * ■ " " 'ies? ^ 



the fol low-Up stud 



hy or why not? 



/ 



How are the results of th& follow-up study evaluated? 



liaHotr upon I ho i nf orma t Ion yoU hcJV<» qat|itirt;d about / 
thi3 plcici\m^'J^t and foilow-up gorvicos , wr i to a ori.- ^ 
t icjue • of tho st^rvictj^^. Your c:ri t i que should T-aflert/ 
• A consideration for vha^t yoy havo learned^ about 
t^iffoctivi* plact^mt?nit ana folj^gbw-up sor^vic^ ..Use the- 
follpwin^i qut^stions to qui^ your crdbique^ 

* • you f^^yi placente*^t scrv Lco'^was adequately 

. ^>rvinq students and cbmraunity? Why or why , not?' 

• What activij:ii^s rpight the placement service under 
( takj[^ to 'exjjrfati'd and/or im|j|i:pc*v:e i ts services? 



• pid\ tho^. school staff and ^doninist ration, appear 
y/t>^ the placement and . follow-up services? 

Way or why not? If not; wh^ak. might be dene t9 
^ ccirrect this situatiotT^ - ^ A >^ # ^ } 

• A9<r- the? pla^empnt spVciiJ^l is^i^^sily accessible 
tij^ students) ' WHy o^\^ no**? 

• JVf^e adotiu^^te pMjBsiohs made for spl f- evaluation 
and Lmprov\mcnt^OT the placement services? Wlfiy 
or vyhy not r \ * * ^ ' * ' 

• Do the follow-up studies0^pear to be producing 
' reliable, adeciuate results? Why or why not? 



There is no formal feedback device for this activity. 
Therefore, your competency will be evaluated by your 
resource person. , 

Arrange to meet w^h your resource person to review 
the information you gathered and your written cri- 
tique* Based upon this information , your resource 
person will 'evaluate your competency in critiquing*' 
plafcement and fol low-up services .i^^ If you are w^ak in 
any area, you and your resotlrce person should meet/to 
discuss what' you can do to gain competency in the 
weak area(s) . > , ' ,\ ' >. ' ' 



Arrange through yoitir resource person' to visit a ' ^ ■ 
School' with f linct i oning placement and follow-up ser- 
vices. You will bi* visiting this school with a group 
of your peers who ire also taking this module* You, 



Y 




^ member or, your grQup.^---rr^ resource porHon will- 

need ittc>^ contact the school piacenxMi^t spocHal i s t ^ or 
the st/cci'alist^ and the responsible nclnpol admvniatra* 
'toVr.Gquest permission to) yisii: and to 4?ir*rar\tje tjho 
t jt'i^o f o^r the :A vis it . ^- LfUr inq . t;he visit you will 
seekiring information aging the ^Qqt^stiQn P6rm"-on 




8:j-87 as 
p0S5i ible . 



a gui(^^e and by bbst^rv^ 



the seir^irres 



you cannot visit the 9cljfool I a?* group, ypJLi w-ill 
arranging through yout rosouii*^ pqrscxn for. a 



p lacemcqi: arpd fo l/loW-uj7 special is t 
giraup. ^--^ ^ " — 



to^isit; vfith your 
to^discuss 'the - plcticement and fen. low-up «ervices 
Th^ placement and follow-ilbp specialist should be a 
placement S£5eei.alist . You may al^c) wish to invito a 
school vocational administra^r to meet with your 
group to discuss his/her roW!^ i n regowrd"" to the ser- 
vices. During this discuss^op^ you will be s^^eking 



i nf ormat ioi;i 
as a guide, 



using the "Questio*n Form," pp. 83-87, 



I 




Your resource peirson vill be serving as a moderator 
and/or observer as YQur group orally crit^lques the 
placement and fol^low^up services. The critique 
should be based upon *the informa^ipn that has been 
gathered- The critique should reflect a consider.a- 
tior\ -for what has b^en learned about, effective place-', 
ment;'aTtd foi low-up stervices. Us^ the following 
question^O^o g'uide the critique: " . - « 

• * ' 

^» Do you feel the -placement service wa« adequately 

serving students and community? . Why or why not? 

• What activities might the placement service have 
engaged in to expand •»and/or improve it*s servi^ces? 
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• Did the sch^i^l staff and administration appear 

J to support the placement ^nd follow-up services? • 
Why or why not? ^ , 7. 

• Are the. placement specialists easi^ accessible 
£0 students? Why or why not? 

• Are adequate provisions made for self -evaluation, 
, and improvement of the placement servicJes?*^ \^hy 

(^r why not? . ^ 7 ' 

• Do the follow-^up studies appear, to be pTroducing - 
reliable, adequate r^esultis?^^ Why or why -not ? 
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Th<*rt* in no tt>rniaL feedback dtwice for this activity. 
Xhorotorcv your competoncy will be evaluated by your 
resource {jcrson, Ho/sho will evaluate your competency^ 
in evaluat inq ' placement and fol low- up sprvic.es based \ 
upon your observations and inpul: into the group 
critique. If you are weak in any- area , you and your 
resource person should meet to di^uss what ,you can 
do to gain competency in the weak area(s). . - 



LMrhing Exp«ri9nc« tV ^ 



^INAL EXPERIENCE 



While working i«i an acfcUal " adminis trative sitTua- 
tion, establish a student placement sejj^ce and 
coordinate follow-up studies. 



ilish, or assist in t 



Establish, or assist in the Establishment of, a 
student placement servic'e* that 'wi 1 1 , nieet the char- 
acteristics anrf Vieeds of students an*d the commu- 
nity: This will include t " ' 

• determining the goals and objectives of th<9 
placement service 



xnxng pnrmj,^s 
tration and the 
placement servic 




- from top, school adminis- 
oi board to establish the 



forming an ad hoc 
and a' placement advisory 

hiring a placement staff*' 



acen\ent p lanning 
committee 



committee 



NOTE 



working- With school staffs and administration, 
^placement sl:aff and committee ( s ) to, establish! 
a functioniiig placemen,t seifvice^ 

working with school staff and administration, 
placement - staf ^ , and committee ( s)* to maintain 
afid evaluate the pl^acement service 

i^f you are not. able to establish, or assist 
e establishment of. a studelit placement serviqej 
SG of the situation in your schtool, you may 
ete this module by assessirig the procedures 
in establishing the pracement service 
wTiich already exists irt your school. In this case, 
you wiTl need to provide your resource person with 
evidence that you checked these procedures against 
the performance components liste^d in items 1-16, 
'aiatd identified any deficiencies. ' * 
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FINAL EXPE/iJENCK c'*>n t i n ut' H' 




-4. 



Ab part of oiVgoiiuj ovuluaLibn ff TortM, coordinate? 
follov^*-up sti/dii^Fi (individually, or an a mc^'mbor of 
a .fcoam) . This will iirx-^ludr: 

• asrticjninq nnpons i bi 1 1 1 i r s for organizinq and 
conduct ing t ho f ol low-uj> stud ion 

' • dovt?lopi'ng a plan For (^on<lucting comprehensive 
and systc^mat Ic f oL low- up studic^s 

m overseeing*^ the follow-up studies 

analyvsinci the follow-up data and making f)laP3 
to use the data for program revision and \ 
dove 1 o{,^men t ' . 

NOTE : As you complete all of the above activities', 
document your action^ (in writing, on tape, through 
a ^6g) for assessment purposes. 




Arrange to h/ive your r esource pers 
comple ted documen tat ion-. 




rpview your 



Your total c:o^Qpe tency wi 1 1 be assessed by^your 
resoutce person, using the "Adminif^trator Perfor- 
mance Assessment Form,"" pp. 95-98 * Based upon t)ie 
criteria specified in this assessment instrument,^ 
your resource person will determine whether you are 
competent lin establishing ^ placement service and 
^bordinating fol low-up 'studies . 



.Name 
Date 

Resource Person 




Rate the administrator's iQvel of performance on each 
of the following performance components involved in 
establishing a placement service and coordinating 
follow-up studies. Indicate the level of the admin- 
istrator ' s accomplishment by placing an X in the 
appropriate column Hinder the LEVEL OP PERFORMANCE 
heading. If, because of special circumstances, a 
performance component was not applicable, or impos- 
sible to execute, place aij X in the N/A column. 



Part I 



ADMINISTRATOR PERFORMANCE ASSESSMENT FORM 

Establish a Student Placement Service and 
Coordinate Follow-up Studies 



NOTE: Before completing • the form, check l:he box below Which most 
closely describes the activities completed by the administrator 
for items 1-16. 
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□ The administratot established or 
^ * assi^st^d in establishing a placement 
service. . 

The administrator assessed the proce- t 
dures'^used in establishing- an existing 
■ placement service and identified any 
def icienciea* 

In establis^ing^the placement^ service t 

1. dupport and approval was c5btain/fed from 
\. * top school admirnistratian. 

i . , . \ * 

2. support was: obtained from entire school 

' sta-f f * ^. ...... . 

3* student needs and char^cto/ist tcs were - 
surveyed^ . . . ^ 



LEVEL 


OF PERFORMANCE 




■" ) 






■ i. 


.LENT 


< 

c \ 


NONE 


O 


FAIR 


Q 
O 

o- 

O 


EXCEL 












> 


,* 




* 






















— r* 
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